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Purpose for Educational Visits 

 

At Blossom House School, educational visits are seen as an integral part of 

school life. As part of our aim to provide a broad and balanced curriculum, 

educational visits:  

 

 Have a stated educational purpose 

 

 Provide children with first hand experiences 

 

 Enhance learning opportunities which include acquiring knowledge of, and 

respect for public institutions and services 

 

 Develop personal and social skills 

 

 Provide a positive contribution to the development of cross-curricular 

dimensions 

 

 Enhance our topic plans 

 

 Promote Fundamental British Values and demonstrate how these underpin 

our daily lives 

 

Visits include: 

 

 Walks around the local area 

 

 Local visits 

 

 Half or full day visits which need transport 

 

 Overnight visits in England and abroad 

 

 

Planning 

 

If possible educational visits should be included in initial and long-term 

planning. In some cases it will be necessary to plan further in advance, for 

example at the beginning of the school year, as some visit locations are in 

heavy demand. 

 

Information needs to be sent for in advance, and where possible, a pre-visit 

risk assessment arranged.  
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Parents are sent a consent form in the ‘new child pack’ for P.E trips to local 

sporting facilities, local trips to the surrounding area, life skills trips within the 

local area and for the majority of other trips (a cover letter will be sent 

explaining the details of the trip) duration of their time at Blossom house 

school.  

 

Other trips such as overnight trips and trips that may have more potential risk 

such as rock climbing will require separate written consent from parents.  

A local trip is defined as Motspur Park, surrounding roads in close proximity to 

the school and the local Park. Anywhere else will require a letter or email to 

parents to let them know about the intended visit.  

 

Preparation for local trips: 

 

Local trips include P.E lessons off site at local sports facilities used on a 

regular basis by the school, trips into Motspur Park, surrounding roads and 

the local park. Also included are local life skills trips using public transport to 

Raynes Park, Wimbledon Village and Wimbledon town centre.  

 

Once a member of staff has decided that they would like to take a group on 

an educational visit for a trip, the preparation needs to start at least one week 

in advance unless the activities are ongoing, such as P.E, life skills, Motspur 

Park or the local park. Parental permission is not required for local trips unless 

you the organiser feels that it would be in there or the pupils best interest to 

do so, e.g. health and behavioural reasons. Staff should fill out and risk 

assessment form (EV4) for the on-going trips and amend as and when 

information changes.  

 

Staff must fill in EV4 which is the risk assessment form that they can then 

enter all the details of the trip, ensuring they put in pupil medical information 

and any behavioural needs. The diary should be checked for any clashes and 

the forms should be given to the Director of Operations to check one day 

before the trip takes place and this will then be signed off on EV4.  

 

The organiser must do the following: 

Check weather conditions and any public transport conditions (if relevant) 

Bring a first aider and first aid kit (if trips are further than the end of the road). 

Bring a mobile phone. 

Inform the office that they are off site and what times they will be back 

Take any pupil medication (sign out on sheet and return it to back to the 

medical cupboard after, signing back in) 
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Make sure they have sufficient staff to control pupils according to the groups 

needs- a minimum of 2 staff (unless 1:1 or a small year 10, 11 or Post 16 life 

skills group).  

Ensure all members of staff on the trip know the details of the trip and what to 

do if there is an accident or a pupil goes missing.  

 

Preparation for trips that are not local: 

 

Trips that are deemed not local have been agreed by parents when signing 

the generic trip form when they start at the school. These trips should be 

planned well in advance and forms given to Director of Operations a week 

before the trip is due.  

Initially an application form should be filled out EV1 with all the details of the 

trip and given to the director of operations. Once the trip has been agreed 

then parents should be sent a cover letter with details of the trip. If parents are 

not happy about their child going on the trip they should inform the school 

immediately.  

Staff will be required to do a full risk assessment using EV4 and may be 

required to do a pre-visit to the destination to check suitability and additional 

information.  

 

The school diary should be checked to make sure the date is free. Ring and 

book your venue then give the Admin Office the dates. If a coach is required 

then this must also be booked using an approved company (Ask office staff) 

or the minibus should be booked out using the calendar in Microsoft Office.  

 

 Staff must fill out an application form (EV1) with clear details of the 

visit. This must then be submitted to the principal (Joey Burgess) or the 

Director of Operations (James Stavert).  

 Staff should use the educational visit check list form to help to plan 

their trip. Once everything is in place this should be submitted to the 

Director of Operations (James Stavert). 

 It may be necessary for the organiser to visit the venue before hand in 

order to determine transport arrangements, timings, places to eat and 

to help carry out the appropriate risk assessments.  

 A risk assessment must be carried out using EV4 form and shown to 

the principal or Director of Operations. (Joey Burgess / James Stavert) 

 A letter explaining the purpose of the visit should be sent home two 

weeks before to parents or guardians with details of what pupils need 

to bring and any other relevant information.  

 The trip organiser must put all pupil information on form EV5 or print all 

information from Schoolpod (school admin system).  
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 All details of the trip must be given to the school office and once the trip 

has been completed these will then be given to the Director of 

operations. 

 The trip organiser must take a copy of the risk assessments as well as 

pupils details with them and make sure that other members of staff 

have read the risk assessments and have read the itinerary.  

 It may be necessary to send a reminder to parents and guardians 

about transport arrangements to and from school and about what 

pupils should bring (clothing, food, money, medicines etc) 

 All staff on a trip should be familiar with the sequence of events during 

the trip, who they are responsible for and the protocol to follow in the 

event of an emergency. They should all carry mobile phones with other 

staffs mobile numbers on.  

 Assessment children will be dealt with on an individual basis depending 

on the child and nature of the trip. They may be asked to be 

accompanied by their parents. They will be required to fill out the 

appropriate forms.  

 

Overnight trips, trips abroad and trips that might have some 

risk i.e. Rock climbing. 

 

These trips will require specific parental consent using form EV3A or EV3B. 

The same forms and risk assessments will need to be carried out. Trips 

abroad will require additional insurance and a detailed itinerary.  

 

Itinerary 

 

A detailed itinerary needs to be planned for the whole visit. This should 

include: 

 

 Times 

 

 Places, with phone number in case of emergency, details of disabled 

facilities and access if appropriate  

 

 Activities  

 

 Groups  

 

 Supervision 

 

 



1/30/2019 

 

 7 

What to take: 

 

 First aid kit (see Office Staff), the School Minibus has its own First Aid Kit 

 

 Any medication specific children need, for example for asthma 

 

 Emergency contact list, consent forms and risk assessments.   

 

  Paper towels, plastic bags 

 

 Any resources or equipment needed 

 

 Cheque(s)/ petty cash to pay for costs 

 

 School Mobile Phone 

 

Costs 

 

The school aims to try to fund all trips. Some trips may require a contribution 

from parents. Parents will be informed in advance of any costs to themselves.  

 

Child - Adult Ratio 

 

Ratio of children to adults should be at least 1:3 for nursery, reception and all 

Lower school children, rising to a ratio of 1:6 in Year 6 upwards. The number 

of adults needed, will depend on the nature of the visit and the children’s 

needs who are attending the trip. 

 

Uniform 

 

For most trips pupils will be required to wear school uniform. If the visit is 

likely to involve a lot of outdoor activities, for example, to a farm, then request 

that parents send their children in suitable clothing and footwear. 

 

All Foundation Stage children wear high visibility vests for the ease of head 

counts in crowded areas. The school name and number is written on the high 

visibility vests should they become lost.  

 

Safety 

 

Children must be supervised by an adult at all times, including lunch times 

A first aider must be present on all trips. 
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A suitable place for lunch and toilet facilities needs to be considered 

 

Staff must make an assessment of any potential hazardous situations before 

the visit takes place, for example children’s playgrounds 

 

All adults need to be comprehensively briefed so that they know the itinerary, 

which group of children are in their charge, the aims of the visit, and exactly 

what their duties are 

 

Booster seats should be used for pupils under 135cm tall in all vehicles 

except the 17 seater minibus which has adjustable seat belts. When 

organising coaches for younger pupils it may be necessary to stipulate a 

coach company that uses adjustable seats belts or the school will provide 

booster seats.  

 

Pocket Money 

 

This is at the discretion of the group leader. 

 

Local Trips 

 

For trips/sports/activities that are reoccurring throughout the year it will not be 

necessary to fill out all the forms. 

Parents are informed in curriculum plans about external sports activities.  

A risk assessment form should be completed and kept on file. A form asking 

for general parental consent is included in the parents pack to be signed for 

such activities.  

The appropriate number of adults should be taken and a first aider. 

 

Overnight Visits 

 

Accommodation must be assessed before the trip takes place to determine 

suitability and to check that the necessary fire escapes and equipment are in 

place.  

 

Educational Visits abroad  

 

Additional information will be required. Telephone numbers of the embassy 

must be obtained and the member of staff organising the trip must go and visit 

the location before.  

Vehicles 
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See school transport policy. Staff will need to fill in EV6 for school and 

personal vehicles.  
 

Educational Visit Review 

 

After a trip has been completed staff may wish to carry out a review form. This 

is to help identify an issues that may have occurred or problems so that they 

can be dealt with. This will help to inform future trips.  
 

See educational visit file for copies of relevant forms, EV1- EV7.  

 

S:\Health & Safety\Educational Visits\Forms to Fill Out 
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