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Trips and Educational Visits

Trips and Educational Visits, whether as a part of the curriculum or as a part of pupil development, are an important part of school life.  To that end, all year groups should aim to include at least one trip per year which should be related to some aspect of their programme. They are popular with the children and can be very rewarding.  However, they require careful planning and supervision.  As part of the planning and preparation process a Trips and Educational Visits form and a Risk Assessment form should be completed and returned to Head of Pre – Prep / KS2 at least a week before departure. These forms can be found in the Trips folder in Planning Drive. She should also be regularly briefed during the planning stage.

Planning
1. Be sure of the purpose and value of your trip in relation to the children’s and your absence from school. Complete the In Principle trips form and send it to your Deputy Head. This form is also in the Planning Folder.
2. Check the school calendar with the Deputy Head. Suggested dates will be considered against other events / activities that are also taking place.
3. Check to see if the facility / venue is available.  Confirm prices, size of the group, etc.  Make the booking and ask for written confirmation.
4. Assemble all the information and send it to Mrs Sarah Bennett, Deputy Head Operations, who will coordinate with the school’s MoE Coordinator so that she can request permission for the trip from the Ministry of Education. This request must be sent at least two weeks before the trip. 
The information should state:
· Booking confirmation;
· the date(s) of the trip; 
· the purpose of the trip and how it links to the curriculum;
· the age and number of pupils who are going on the trip, with a boy / girl breakdown;
· the number of staff who are going on the trip, with a male / female breakdown;
· the cost of the trip and the components of those costings;
· Please include that once payments have been received from parents – these are non-refundable
N.B. The trip cannot be considered as firm until the MoE has approved it.	
5. Ask the Premises Manager to book the school bus / external coach as necessary.
6. Invite accompanying staff. The ratio should be 1:8 in Pre Prep and 1:10 for Key Stage 2.  For overseas trips this becomes 1:6. No more than 100 pupils may go on the trip on any day. With a girls or mixed group there should be at least one female member of staff. Consider also the needs of chaperoning Arabic girls, particularly on a residential trip. You must also have someone with first aid experience on the trip. Advise the Deputy Head of your staffing so that they can consider the cover implications.
7. Day trips should aim to be out and back during school hours.
8. Appoint a designated person to contact if there are changes of plan. (This should be Main Reception during school days.) For overseas trips appoint an Emergency Contact in Doha who is available 24 hours a day and leave a copy of all paperwork with that person. Establish a ‘grapevine’ of parents so that changes of timings can quickly be disseminated. 
9. For overseas trips allow plenty of time for passports, visas, paternal permission letters re Qatari pupils etc. Ensure that the letter makes it clear that passports and visas are the responsibility of parents. 
10. Inform the parents of the trip by letter and include each of the following, as relevant to the trip:
· the purpose of the trip and the destination
· the cost, payment schedule and a clear indication that deposits are non-returnable
· details of what is and is not covered by the cost
· travel arrangements and itinerary 
· accommodation details if applicable
· insurance details for overseas trips
· timings
· staff going on the trip
· dress
· pocket money

· for overseas / overnight trips: 
· a directory of addresses and telephone numbers should be created to take with you
· a consent form requesting special medical and dietary information and permission to take emergency medical measures whilst away should be issued to parents and signed copies taken with you
· you will need to collect passport and nationality details so that visa enquiries can be made
· Ensure that the letter makes it clear that passports and visas are the responsibility of parents
· a Parents’ Meeting must be held to give parents all the relevant information and to allow for their questions.
· Take care when allocating pupils to hotel rooms: there needs to be a balance between pupil preference and the need for good order and safety. Girls and boys MUST be segregated.
11. Discuss with the Bursar any special insurance which may be needed.
12. Talk to the school nurses about First Aid kits, sick bags, special medicines, etc
13. Inform all staff at least a week before of children involved and, on the day, leave details with the School Office.  N.B. leave a contact number.
14. Organise a small, emergency float.
15. Brief the children on:
· the purpose of the visit and destination
· standards of behaviour and dress expected
16. Conduct a Risk Assessment of the trip. Meet with staff and parents if you are concerned about an individual pupil’s needs.
17. Have regular team meetings during the planning stage, particularly for overseas trips. Teamwork and leadership are vital ingredients for a successful trip.

On the day(s)

1. Ensure that all pupils are clean, tidy and well turned-out.  For day trips, dress should be normal school uniform unless field work is involved, in which case it can be ‘mufti’. For overseas trips, dress should be appropriate to the trip.
2. Take regular roll calls / head counts and get at least one other member of the team to double check.
3. On the journey, ensure that the children remain seated with their seat belts on and that they are quiet. 
4. Break the party into groups and put one member of staff in charge of each group. This helps rapid communication of information.
5. Ensure that pupils understand and apply travel safety requirements. 
6. At the venue give clear boundaries and NEVER allow the children to break them. Everyone is representing the school and therefore the usual high standards are expected
7. On arrival at overnight accommodation go through local fire precautions ensuring EVERYONE knows the exits and muster points. Revise your risk assessment if necessary.
8. Make sure rooms are checked for pre-existing damage and report to the on-site accommodation manager. Ensure that there are no alcoholic beverages in the rooms.
9. Let the tour reps or hotel mangers know of any concerns you have, particularly if you feel that they compromise pupil safety. Meals must not contain any items prohibited by Islam. Consider an appropriate place for prayer.
10. Do not change the planned programme or accept enforced changes without good reason.
11. Advise pupils to take care of their belongings and offer to lock valuables in hotel safe.
12. If free time is appropriate the children must be in groups of at least three.  
Set a clear rendezvous time and place.
13. Check that the transport is left clean and tidy each time it is used.
14. If your return times change advise your designated contact at school. This person must then cascade the information. On return to school staff must stay with pupils until all have been collected.
15. If you are unsure of how to deal with a problem on the trip, consult your team and don’t be too proud to contact school for advice.
16. Have a good day / few days!
17. N.B.: Outdoor trips will need to be cancelled if the weather is inappropriate.



See below for the In Principle, Trips and Risk Assessment forms which are also available in Word on the school network.
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Trips: Request for In Principle Approval

Please use this form to outline details of your proposed trip and send it to Mrs Sarah Bennett, Deputy Head Operations.
You must seek approval for your trip from the MoE, at least two weeks before the trip (it is recommended to get this in as early as possible), but you may not seek this approval until you have school ‘in principle’ approval.
Please ensure that you have read the Trips Policy.


	Title of the Trip
	


	Teacher in Charge
	


	Place to be visited
	


	Year group(s) on the trip
	


	Educational Purpose of the trip
	




	Proposed date(s)
	


	Proposed Timings
	Depart
	Return


	Potential cost per pupil
	


	Potential Pupil numbers
	Girls
	Boys


	How many staff do you propose to take with you?
	Male
	Female

	Does this include a First Aider?
	


	Proposed dress code
	Pupils
	Staff




For SLT Use

	Deputy Head in principle approval
	Initials
	Comments
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Trips and Educational Visits
When your trip / visit has been approved in principle begin completing this form, which is intended to serve as a checklist.  When working through this form take note of the trips and educational visits guidelines. A copy, together with a list of your participants and emergency contacts, itinerary and risk assessment, should be sent to your Deputy Head one week before departure.
Inclusive date(s) of trip: __________________________________________________
Destination:  ___________________________________________________________________

Year Group(s) ________________

	
	Yes
	No


	Have you received in principle approval for your trip?
	
	

	Have you booked the trip?
	
	

	Have you received confirmation?
	
	

	Have you notified the MoE and received confirmation?
	
	

	Have you arranged sufficient staff to go with you and cleared them with the Deputy Head?
	
	

	Have you arranged an emergency contact and established a ‘grapevine’?
	
	

	Have you written to the parents with all relevant detail, including an outline itinerary and costings, and sought permission to attend?
	
	

	Do you have all responses in writing?
	
	

	Have you checked that the proposed charge to parents will cover all costs?
	
	

	Have all parents paid?
	
	

	Have you issued a comprehensive kit list to parents? 
	
	

	Have you arranged pocket money?
	
	

	Have you warned any specialists whose lessons may be missed?
	
	

	Have you booked transport?
	
	

	Have you made a prior inspection visit?
	
	

	Have you organised refreshments / catering during the trip?
	
	

	Have you had a briefing meeting for children?
	
	

	Have you organised pupil groups?
	
	

	Have you consulted the nurses on any medical requirements for the trip (e.g. epi-pens) and arranged a first aid kit?
	
	

	Have you made a risk assessment?
	
	

	Have you seen the provider’s (e.g. tour operator) risk assessments?
	
	

	For residential / overseas trips: is travel and medical insurance included?
	
	

	For residential / overseas trips have you had a briefing / meeting for parents?
	
	

	For residential / overseas trips: have you organised rooming groups?
	
	

	For residential / overseas trips: have you checked security arrangements for valuables?
	
	

	For residential / overseas trips: have you arranged an emergency float
	
	

	For residential / overseas visits: have you checked that all pupils have passports?
	
	

	For residential / overseas visits: have you checked any visa requirements and informed parents that visas and passport validity are their responsibility?
	
	





Signed ___________________________________________________________________

Date ___________________________________________________________________
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Trips and Educational Visits
Risk Assessment Form

Please complete this Risk Assessment prior to the trip and send to the Deputy Head Operations
N.B. 	A hazard is something that has the potential to cause harm.
	A risk is the chance that someone will be harmed by that hazard.

Trip Leader & mobile number: 

Location of trip / visit: 

Inclusive dates of trip / visit: 

Timings: 

Form / Year Group 

Number of pupils: ________including ________girls ________boys

Number of staff: ________including ________female _______male

Who will be the First Aider? 

How will pupils reach the location? 

Are activities being provided by school staff, centre staff or an external provider? 

Have the prevailing Covid-19 protocols been considered? 

Emergency school / home contact (including telephone number)











	Specific Risk
	Probability
(Likelihood)
	Severity
(Impact)
	Risk
(Score)
	Control Measures and Guidance Notes

	Organisation and Pre-Planning
	
	
	
	




	Accidents and Emergencies
	
	
	
	




	Medical issues
	
	
	
	



	Misbehaviour
	
	
	
	


	Special Needs
	
	
	
	


	Weather
	
	
	
	


	Transport
	
	
	
	


	Late return to school
	
	
	
	



	Volunteers on trip
	
	
	
	



	Allergies etc
	
	
	
	


	Third party providers
	
	
	
	



	Litter and waste management
	
	
	
	

	Any additional information
	
	
	
	



	Risk Probability Ratings – Probability


	1
	Very Unlikely

	2
	Unlikely

	3
	Likely



	Risk Severity Ratings – Severity


	1
	No injury

	2
	Minor injury

	3
	Serious injury





Signed ___________________________________________________________________

Date ___________________________________________________________________
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