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Introduction 

 

The aims of the school are: 

 

● to provide an education of the highest quality in which each individual can reach his or her 
academic potential; 

● to provide a ‘whole person’ education in which the academic, creative, physical, social and 
spiritual development of each student is promoted in a genuinely co- educational environment; 

● to foster an atmosphere of self-respect and care for others in which students are confident, 
fulfilled and happy; 

● to prepare students to identify and fulfil their role in society and to provide an education for life; 
● to work in partnership with Parents, Carers governors, staff and former students to achieve the 

school’s aims. 

 

The trips and visits programme forms a vital part in fulfilling these aims and therefore staff should seek 
opportunities to organise such outings which enrich the curriculum. 

 

Staff should be prepared to follow the procedures for organising and running trips in order to minimise 

the risks to students and themselves.  A member of staff needs to act as a “prudent parent/carer”1 at all 

times when preparing and participating in a school trip.  Much of what is written about school  trips  is 

advisory rather than statutory but following a rigorous procedure helps to minimise the problems. 

 
The advice from DfE1 is as follows; 

 

● Students should be able to experience a wide range of activities. Health and safety measures 
should help them to do this safely, not stop them. 

● It is important that students learn to understand and manage the risks that are a normal part of 
life. 

● Common sense should be used in assessing and managing the risks of any activity. Health and 
safety procedures should always be proportionate to the risks of an activity. 

● Staff should be given the guidance they need so they can keep themselves and students safe and 
manage risks effectively. 
 

Definitions  
  

Education Visits Coordinator (EVC):   

● A trained and/or qualified off-site activities coordinator 
  

Trip Leader (TL):   

● The person who organises and is in charge of an off-site activity  
   

Off-site activities:   
Any activity, which requires a child to leave the school site is classified as an off-site activity and must 
be undertaken in accordance with this policy. This includes, but is not limited to:  
 

● a walk in the locality;   
● a traffic/marketing survey;   

● theatre, museum, farm visits;   
● swimming lessons;   

● residential and overseas visits;  

● sports events/fixtures.  
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Roles and Responsibilities  
  

School Strategy Board (SSB)  
The SSB has overall responsibility for the health, safety and wellbeing of students and adults participating 
in off-site activities.   
  

They are also responsible for satisfying themselves that activities are carried out in accordance with this 
policy and for authorising off-site activities involving hazardous pursuits or in areas of high risk, residential 
and overseas activities.   
  

This responsibility for approving hazardous pursuits or in areas of high risk, residential and overseas 
activities is to be delegated to the Local Authority (LA). The appropriate service level agreement (SLA) and 
EVOLVE system needs to be in place.  
 
The Headteacher   
The Headteacher is responsible for assessing and approving the planned arrangements, for recording and 
reporting all off-site activities. Therefore, if there is insufficient time to ensure the trip is safe (i.e. the risk 
assessment is not complete, fails to accurately evaluate the risk or the risk assessment is not handed in), 
the activity may be cancelled. The Headteacher may delegate the responsibilities for planning and 
managing off-site activities to the EVC.   
  

The EVC  
Every school must have a trained EVC. In primary schools this may be the Headteacher.  
  

The EVC is responsible for ensuring:  

● TLs use a LA Evolve for the authorisation of high risk, residential and overseas activities;   

● Risk assessments are carried out fully and appropriately;  

● Providing support and advice to the LGB, Headteacher and PLs concerning off-site activities;   

● The induction and training of PLs and other supervisory adults;  

● All DBS disclosures are in place as required;  

● TLs, where necessary, obtain consent (or refusal) of Parents and Carers, having provided such 

details that Parents and Carers can grant or refuse consent on a fully-informed basis;  

● The provision of an on-call school duty officer for the duration of the activity;  

● The TL and accompanying staff understand how to contact the duty officer and other emergency 

contacts;  

● Keep records of individual visits including reports of accidents and ‘near miss accidents’;  

● Off-site activity’s systems and procedures are reviewed and revised, and on occasion practice is 

monitored;  

● Maintain a bank of risks for TLs to consider when considering their risk assessments;   
● Portable first aid kits are available to groups taking part in off-site activities and that these kits 

are checked regularly by a designated member of staff;  
● The medical and wellbeing needs of students and staff are catered for;  

● All data stored and used in accordance with GLF Schools Data Protection Policy.  

  

The TL   
The TL is responsible for costing and planning the activity in conjunction with the EVC and this policy, and 
must be sufficiently experienced/qualified/informed to lead the activity, such as passing a Ski Trip TL 
course, have a recognised Duke of Edinburgh qualification or led a similar activity.  
  

The TL should also complete the post activity evaluation form.  
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Policy 

 

1. Educational trips are central to the life of the school. Some trips are of direct relevance to the 
curriculum and form part of the teaching and learning in some subject areas. Other trips serve to 
enrich the school experience.  They may relate to extracurricular activities, leadership training, 
physical recreation, self- development and other non-subject specific objectives. 

 
2. It is the policy of the school to encourage educational trips and to ensure that they are properly 

organised and run-in accordance with best practice and having full regard to health and safety and 
the school’s duty of care to students. The school’s Leadership & Management Team (LMT) will 
maintain an overview of all educational trips and will monitor them closely to ensure that they are 
planned with due regard to all questions of health and safety. 

 
3. The school retains ultimate responsibility for students at all times during school trips, even when 

activities are undertaken under instruction from outside providers. Teachers on school trips must 
do their best to ensure the health and safety of everyone in the group and act as a prudent 
parent/carer would do in the same circumstances. 

 

The Law 
 

The main legislation covering this area is the Health and Safety at Work Act1974 and regulations made 

under that Act; 

 

● The employer (the local authority, the School Strategy Board or proprietor) is responsible for 
health and safety, though tasks may be delegated to staff; 

 
● Employees also have a duty to look after their own and others’ health and safety; 

 
● It is very rare for school staff to be prosecuted under criminal law with regard to accidents 

involving students. 
 

● Employers, school staff and others also have a duty under the common law to take care of 
students in the same way that a prudent parent/carer would do so. 

 
● Most claims for negligence are brought against the employer (who has public liability insurance) 

and not individual members of staff. 
 

References 

 

1. Department for Education advice on legal duties and powers for local authorities, headteachers, staff 
and governing bodies (February 2012) 

 
2. Health and Safety Executive – School trips and Outdoor Learning Activities; tackling the health and 

safety myths (June 2011) 



 

 

Procedures for Educational Trips 

 

Preparation, Application, Communication and Detailed Planning 

 

Preparation 

 

1. In planning any trip consideration should be given to the benefit to students.  A trip to a place they 
could readily be taken to by Parents or Carers is not really suitable – trips should offer unique 
experiences which might be difficult for the general public to access e.g. specialist talks by staff at 
zoos or companies, specific projects for which the stimulus material may be found in an art gallery or 
museum and the work is guided by staff. 

 
2. The Educational Visits Coordinator (EVC) for the school scrutinises the arrangements for any trip 

leaving the school. Each trip must have a designated Trip Leader who communicates with initially the 
EVC then the Cover Officer, the Finance Department, Parents, Carers, tour companies and takes the 
lead on the trip itself. A Deputy Leader will also be appointed who is appropriately acquainted with 
the details of the trip to take over in the case of the Trip Leader being unavailable. 

 
3. Staff must plan any trip ideally at least a term in advance so that it can be included in the school 

calendar.  As far as possible, trips should be scheduled to avoid clashes and competition between 
trips. Major trips, such as ski trips, sporting tours, music tours, adventure holidays, must be planned 
prior to the Annual Planner meeting which occurs early in the Summer Term. The proposal must have 
a clearly definable and educational purpose. Staffing must be carefully considered to avoid significant 
losses of contact time. 

 
4. Whenever possible a preliminary visit should be made by the Trip Leader. If this is not possible, every 

effort should be made to acquire details from other sources. The costs of any preliminary trip must 
be included in the overall budget for the trip. 

 
5. Some trips may be organised using external providers.  Trip Leaders must ensure that the provider 

holds a licence1 as required by the Adventure Activities Licensing Regulations (2004).  See 
www.legislation.gov.uk/uksi/2004/1309/contents/made  for further details. 

 
6. No trips may be publicised to students or financial commitments entered into until the trip has been 

discussed with the EVC.  In some cases, interest in a trip has to be gauged before approval can be 
finalised. 

 
7. A preliminary briefing meeting for Parents and Carers must be held before students are asked to sign 

up for any trip which involves hazardous activities, remote locations or any other unusual factors. 
This meeting should provide Parents and Carers with full information about the trip and an 
opportunity to ask questions. There should be booklets or brochures for the Parents, Carers and 
students to take away. For more exotic locations, alternative plans must be made and publicised. 

 
8. Staff should give consideration to the year group involved and the proximity of public examinations.  

Year 11 and 13 students ideally should not go on trips in the Spring Term and careful consideration 
should be given to the advisability of taking Year 12 Students out during this term. 

 
9. Departments should limit themselves to one outing per year group per term if curriculum time is 

going to be lost.   Evening events such as lectures and performances are not limited and the factors 
that need consideration are the lateness of the return and the age of the students. 

 
10.  Under no circumstances should non-Glyn students accompany Glyn trips apart from collaborative 

trips as sanctioned by both headteachers involved (example being CCF). 

http://www.legislation.gov.uk/uksi/2004/1309/contents/made
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11. It is not normally appropriate for staff to be accompanied by members of their family on trips and the 

written agreement of the Headteacher is required before any exception can be made to this rule. If a 
member of staff is on a trip which also includes their own child, they must make sure they consider 
the safety and well- being of the entire group. 

 

Application 

 

1. Permission must be obtained from the EVC. A form ‘Approval for an Educational Trip’ should be filled 
out by the Trip Leader. The completed forms should be taken to the EVC for discussion and signature.  

 
2. A risk assessment should be completed.  There are many examples of this available and staff should 

not feel that this task is onerous.  A risk assessment is simply good sense and the requirement is that 
it would be the response of a “prudent parent/carer”.  Where an outside service provider is being 
engaged, for example a tour company or activity centre, that provider must supply a full risk 
assessment.  Completed risk assessments should be given out to all adults accompanying the party 
and need to be read ahead of the trip. 

 
3. A “Plan B” must be formulated in case the intended programme cannot be followed, – e.g., what to 

do in inclement weather. 
 

Communication 

 

1. Communications with Parents and Carers should include the fullest possible information about the 
purpose, destination, costs, insurance, requirements for spending money, the date after which 
deposits cannot be refunded and cancellation arrangements. 

 
2. Parents and Carers should be aware of the level of insurance cover which is provided. If additional 

or special insurance is being obtained through a tour operator, provider of services for the trip (e.g. 
ski insurance), details of this cover must also be given. Letters should also contain a statement to 
the effect that Parents and Carers may wish to consider the adequacy of their family ‘all-risks’ 
insurance provision. Parents and Carers must be fully informed of all details relating to cancellation 
and withdrawal of their children from a trip, including information about possible loss of deposits. 

 
3.  Parents and Carers must complete a trip consent and medical information form for each residential 

trip and each day trip in EW which has an adventurous activity. Parents and Carers must be 
encouraged to be honest about student medical conditions which will compromise insurance cover.  
If necessary, separate insurance might be necessary for students suffering long term and medicated 
conditions such as depression. The expense of such a policy would need to be met by the Parents 
and Carers. 

 
4. The finance dept must send the Safeguarding lead, trip leader, SENCO & EVC a list of all students 

who apply to attend a trip prior to confirming final places on the trip. This is to allow the relevant 
staff to consider suitability of students for this trip and decide any additional SEND staffing 
requirements. 

 
5. The EVC may require potential participants on a trip to undergo a medical examination to determine 

whether they are fit to take part. This examination should be carried out by the student’s GP and a 
letter confirming fitness sent to the Trip Leader. 

 
6. A briefing meeting for Parents and Carers must be held for all overseas trips and those with 

overnight stays. 
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7. The School reserves the right to withdraw students from trips due to behavioural issues in school 

that would present a risk to the safe running of the trip.   
 

8. The deadlines to request a place on a trip should be considerate of the financial position that families 
exist in; giving reasonable time for them to provide an initial deposit and therefore places should 
not be allocated on a first come first served basis. Where a trip is oversubscribed, the following 
procedure should be put into place in order to select students: 

 
a) The number of boys and girls on a trip to maintain an appropriate balance 
b) Postponement of a place for students that will have a future opportunity to go on the trip 
c) Students that have been unsuccessful in recent ballots will be selected 
d) Places will be decided by the drawing of lots. This will be overseen by two members of staff 

in the Finance department. It is prudent at this stage to also draw for students to go onto a 
reserve list. 

 

Detailed Planning 

 

1. All coaches booked for school trips must have seat belts. When booking a coach abroad, organisers 
must get written confirmation that seat belts will be provided. If seatbelts cannot be guaranteed by 
coach companies abroad in countries where they are not compulsory, the member of staff 
organising the trip must consult the EVC at the earliest possible stage of organisation. 

 
2. Drivers of a school minibus must have a current MIDAS certificate or equivalent. School minibuses 

may not be used for trips outside mainland UK. 
 

3. Normal school expectations of student behaviour apply on all school trips. Students and their 
Parents and Carers may be required to sign a copy of a Code of Conduct for Educational Trips before 
they are accepted on a trip. It is important all adults accompanying a trip are aware of the policy on 
alcohol consumption by both staff and students and that this is implemented without exception. 

 
4. No students will be permitted to take part in a trip unless the Parental Consent Form, Medical 

Information Form and any other documentation required for the trip has been filled in and signed. 
As a last resort, emailed consent will be accepted for a day trip but not for a residential trip.    

 
5. Members of staff driving the minibus should keep within the legal speed limit.  Any points received 

for speeding will relate to that particular member of staff who will also be responsible for paying 
any fines incurred. 

 

Staffing of Trips 

 

1. Ratios: factors to be considered: 

 

It is important to have a high enough ratio of adult supervisors to students for any trip. The factors 
to take into consideration include: 

 
a) Sex, age and ability of group; 
b) Students with special educational or medical needs; 
c) Nature of activities 
d) Experience of adults in off-site supervision; 
e) Duration and nature of journey; 
f) Type of any accommodation; 
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g) Competence of staff, both general and on specific activities; 
h) Requirements of the organisation/location to be visited; 
i) Competence and behaviour of students; 
j) First aid cover. 

 

2. Ratios of staff to students are: 
 

● Years 7 – 13  
○ 1 adult for every 10-12 students for trips in the UK 
○ 1 adult to every 8-10 students for trips outside the UK depending on the activity 

 

There should be 3 adults with a trip. Exceptions to this would be small groups of Sixth Formers, small 

groups of students going to another GLF school.   The ratios stated are guidelines and lower ratios 

(e.g. 1 to 15) would be permissible for low-risk trips whereas higher risk activities to be undertaken 

may require a higher ratio e.g. 1 to 8. Parents and Carers count as adults but should not be totally 

responsible for groups of students. 

 

3. In a mixed party, the supervisors, including residential staff, should include at least one man and 

one woman. 

 

4. For trips abroad, at least 3 adults must accompany the party unless the number of students is less 

than 10, in which case there should be 2 teachers. Mixed parties must be accompanied by at least 

one adult of each sex. Parents and Carers must be informed if this is not the case. 

 
5. Supervision arrangements for trips involving home-to-home exchanges will need to be considered 

individually.  At least one teacher should have a basic knowledge of the area to be visited e.g. local 

medical services, bye-laws. It is advisable to have a ‘basic knowledge’ of the language of the country 

to be visited. 

 
6. All Glyn staff have DBS checks.  Any other adults must be DBS checked if the trip is residential 

although this is not essential for day or evening trips.  Any volunteer (e.g. a parent) should be DBS 

checked if they are regularly going to help with trips (i.e. more than 3 times in a term). Non-teachers 

accompanying trips must be clear as to their responsibilities, be briefed and meet the students 

before the trip/journey and possibly receive training. They should not be left (without a teacher 

present) in charge of a large group, in a place with a potential hazard or left alone with a student 

(i.e. accompanying a student to the toilets alone). 

 
7. On residential trips, there should be a staff rota to allow each teacher some periods of relaxation 

without being first on call. 

 
8. On all day trips, where possible there will a member of staff who has a First Aid qualification but 

staff will be present who have a basic knowledge of simple first aid and know how to access qualified 

first aid support. 

 

9. All residential trip must have a staff member qualified in First Aid and be fully aware of first aid 

procedures that are in place for the visit or have first aid provision that is easily accessible 

 
10. The staff on the trip must be mindful of the rules about alcohol consumption by staff and students 

and must adhere to them without exception.  



 

10 
Glyn School Educational Trips & Visits Policy 

 

 
11. Special arrangements for supervision are made when students of the school undertake expeditions 

and other exercises for the Duke of Edinburgh’s Award Scheme.  Elements of   the   Duke   of   

Edinburgh’s Award Scheme require participants to take part in unaccompanied activities. 

 
12. For residential trips all students will carry ID cards in the language of the country they are visiting, 

detailing their accommodation address, contact number and contact number of the trip leader.  For 
UK based Day trips, all students will carry a card with the school address and contact number and 
the contact number of the trip leader 

 
13. The trip leader will provide all staff accompanying the trip a detailed information pack including 

student details, MCP, risk assessments and itinerary 

 

Active Supervision: recommendations 

 

1. Group size: small groups are easier to count and chase than large groups. Head count many times. 

 

2. “Down-time” arrangements are often the most hazardous part of a trip (e.g. motorway service 
station, free time in a town). Students should go round in small groups (groups of 3 or 4), have 
clearly defined meeting points and mobile phone numbers to use in emergencies. 

 

3. Check   the   weather, suitable   clothing   and   provisions.   Have   emergency procedures in place. 

 

4.     Be aware of water 

 

a. Activities near water such as a walk along a river bank or seashore, collecting samples from 
ponds or streams, paddling or walking in gentle shallow water. Tides and the time of high 
water should be checked for any seashore trip. 

 
b. Swimming in the sea or other natural water should only be allowed as formal and supervised 

activities, in recognised bathing areas which have qualified lifeguard cover. Students should 
always be in sight of their supervisors. 

 
c. Swimming pools: there must be constant supervision by a sufficient number of qualified 

lifeguards; 

 

5. Staffing must take into account having to send a student home accompanied. This contingency 
must be included in a Plan B. 

 

Illness/accidents and medical issues 

 

Wherever possible, student’s medical conditions should not prevent them from taking a full part in trips 
organised by the school. The school would liaise between Parents, Carers and staff to ensure that the 
wellbeing and safety of not only the student but the rest of the party would not present a risk to the 
safe running of the trip. 
 
Trip Leaders should be fully aware of all the medical issues of students on the trip. Details will be supplied 

in the trip information pack. 
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Where students require auto injectors or other medication the trip organiser must make sure they are 
confident about the use of medications and have read the written guidance issued from the Medical 
Centre where appropriate (e.g. the correct use of an auto injector). 
 
If it has been identified that a student has an allergy via their Medical Care Plan the following procedures 
will be put in place: 
 

● The Trip Leader in conjunction with the admin office will print out all the medical forms of the 
students attending the school trip and be aware of those with allergies, including details of their 
care plans and medication. 

● Cover supervisor will look at first aid trained staff list when staffing a trip and a member of staff 
with first aid qualifications will attend where possible and appropriate. 

● All Glyn staff are auto injector trained (i.e., EpiPens). 
● Parents and Carers should ensure that the student brings their own auto injector or medication 

with them on a school trip. 
● The Trip Leader will ensure the student has their auto injector on the visit and will be responsible 

for its security, the trip leader will have 1 and the student must carry the other 
● Any student requiring an asthma inhaler or epi pen must bring 2 on the trip. 
● Any student requiring medication on a residential trip must bring extra in case of any delays 
● The Trip Leader will ensure the student has their auto injector on the visit and will be responsible 

for its security. 
● If in doubt over the risk of a student with an allergy taking part on an education visit the Group 

Leader should seek advice from the parent or carer. 
● Parents and Carers will be notified and students reminded of any serious nut allergies and will 

be asked that nuts or products containing nuts are not packed in their lunch box or bought on 
the school trip. 

● The trip leader has overall responsibility to ensure they are aware of how much medication a 
student has brought with them on a trip and any student requiring medication on a trip is 
supervised taking this  

 
Should any student become seriously unwell or be involved in an accident, the student’s Parents and 
Carers must be informed.  If the illness requires medical assistance (doctor/hospital) the duty member 
of LMT must be informed. 

 

Insurance 

 

1. Appropriate Insurance Cover must be taken out to protect all those taking part in the trip.  In the case 
of journeys abroad, the policy must also cover charges for any form of medical treatment provided 
for students and adults in the party, including necessary incidental expenses. 

 
2. Some journeys are covered by inclusive terms, while others are not.    It is important to be sure that 

the journey is adequately covered by insurance and details of the Insurance Policy must be passed to 
the Finance Department if different from the school policy. 

 
3. The school has The Department for Education Risk Protection Insurance that covers trips within the 

UK.  Overseas trips are insured individually through tour operators with cost factored in to the overall 
price charged each student. 

 
4. The Personal Accident insurance policy covers all students and staff at Glyn for compensation for 

serious injuries leading to some form of permanent disability or death, worldwide throughout the 
year.  It does not cover medical expenses, personal effects and money, cancellation and highjack. 
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5. For trips to European Community countries, students and staff must possess and take a European 
Health Insurance Card. The Trip Leader must have photocopies of these on the trip. 

 
6. Claims for expenses incurred should be made to the insurance company at the earliest possible 

opportunity. 
 
 

Passports and Visas 

 

1. For trips abroad Parents and Carers should be reminded to check that passports must be current (6 
months beyond the return date is required by some countries). Students with non-EU passports will 
need to check if a visa is required. Non-EU nationals can travel to EU countries with a visa exemption 
form.  Visas may be required for trips beyond Europe. 

 
2. The Trip Leader must arrange for a photocopy of the back pages of the passport and a copy of the 

visa application (if applicable) for every student on a trip. 
 

3. It is often advisable for the Trip Leader to carry a document listing the names of all in the party printed 
on official headed paper and signed by the Headteacher. 

 
 

Being a Host 
 

The NSPCC has published the following guidelines in respect to the hosting of young athletes/games 
players on tour: 

 
1. Players should be placed with families where there is a player of similar age and where possible of 

the same sex. If the players are of different sexes, there must be both sexes in the household. 
 

2. It is preferable for the visiting player to have his/her own bedroom, but acceptable for them to share 
a bedroom with another person of similar age and of the same sex. 

 

3. Host families should be informed of players’ special medical, dietary or cultural needs. Host families 
must indicate, in writing that they understand the issues (e.g. a student needing an auto injector and 
are willing and able to provide support as needed. 

 
4. If the visiting group includes people with disabilities, the host families must be made aware of any 

special requirements and arrangements such as size of room and access to bathroom facilities. These 
must be appropriate for the player. 

 
5. Hosts must be made aware of the arrangements for collecting and transporting guest players 

throughout the trip. 
 
6. Guest players should have ready access to the staff on the trip, usually by telephone. 
 
7. Hosts must be aware of the school’s position on the consumption of alcohol that no student, 

regardless of legal drinking age, is allowed to consume alcohol on school trips. 
 
8. The school should avoid using companies that place students in host families who are being paid to 

provide accommodation 
 

9. Host families where possible should be DBS checked or that country’s equivalent and have at least 
one student of the same age at the host school 
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Financing of Educational Trips 

 

1. All trips must be self- financing. 
 

2. The Trip Leader is responsible for keeping precise and clear records of all income and expenditure 
relating to the trip. Details of the required records will be issued by the Finance Department. 

 
3. All income received and payments of invoices must be processed through the Finance Department. 

 
4. All income from Parents and Carers must have been received and cleared before the trip 

commences. 
 

5. No payments, including deposits, may be made until approval in principle has been given by the 
EVC.  A signed copy of this approval form must be forwarded to the Finance Office with the 
Preliminary Budget Estimate form before requesting first payments. 

 
6. If the Trip Leader intends to approach any outside body to sponsor or subsidise the trip they are 

planning, they must have the written agreement of the Headteacher and the EVC in advance. 
 

7. The financing of staff places over and above the normal student/staff ratio on all school trips must 
be approved by the EVC. 

 
8. The person in charge of Pupil Premium should be consulted about any student who might qualify 

for financial assistance. Requests for students outside this criterion should go to the School 
Business Manager for further advice. The Sixth Form has a separate Bursary and this can be applied 
for from the Head of Sixth Form. No parent or student must ever be led to believe that they might 
be eligible for financial assistance without the explicit authority. 

 
9. Cost of mobile phone hire and calls must be included in the Preliminary Budget Estimate. 

 

 Glyn Financial Procedures 
 

Arrangements for the collection of money using the school’s accounting system will be necessary. The 
organiser should check that all income and expenditure has been credited/ debited to the trip holding 
account. Any variations should be reconciled initially with the Finance Department. All monies must be 
collected via ParentPay. All bills must be paid by the school and not directly from monies collected. 
V.A.T. receipts must be obtained to enable the school to reclaim the tax. N.B. Money must not be held 
in a member of staff’s personal account. 

 

 Glyn Financial Arrangements 
 

Payments may be made by instalments prior to the trip/journey. Collection of income must be 
scheduled so that sufficient funds are available to cover the payments. A careful record must be kept of 
all such payments and a payment receipt voucher is to be issued to the student or parent for any 
instalment received. Payments to centres, tour or coach operators, or other organising agencies must 
be made via the school’s accounting system. Arrangements for drawing cash when abroad are made 
through the school’s accounting system. Cash carried on the trip is to be limited to £1,000 or currency 
equivalent.  Cash should be divided between staff and kept in a locked safe at the hotel/accommodation. 

 

 Guidance on the Financial Management of Major Trips 
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There must be regular internal checks and monitoring of all financial transactions and account records 
for major trips and visits. The aim is to protect the interests of the staff involved, whilst at the same time 
providing a high level of probity and security for the school trip’s funds. All such accounts must be 
reviewed by an appointed member of the Bursar’s staff on a regular monthly basis and may be subject 
to Internal Audit within four weeks of the completion of a trip. The final account summary together with 
all supporting accounting records must be submitted to the Finance Department within one month of 
the completion of the trip. 

 

 

 

Important Guidelines which cannot be adjusted 

 

1. The Trip Leader is ultimately responsible for the financial management of the accounts, together 
with the designated deputy. 

 
2. All cash received at any fund-raising event must be counted by two members of staff in attendance 

at the time and a cash receipt sheet must be signed by both members of staff. 
 

3. All foreign currency must be ordered at least two weeks in advance. 
 

4. All transactions/expenditure and incidental expenses for whatever purpose involving cash must 
have an appropriate receipt issued at the time for accounting purposes. In those exceptional 
circumstances where, for example, refreshments for students have been purchased from street 
vendors who do not issue receipts, it will be acceptable for the Trip Leader to write and sign a note, 
detailing the cost of such refreshments and countersigned by another member of staff on the trip. 

 
5. All expenditure on invoices must be paid out through the Finance Department with appropriate 

authorising signatures (i.e., Headteacher, Bursar). 
 

6. All returned currency/monies must be forwarded immediately at the completion of the trip to the 
Finance Department. A full financial statement is to be provided together with supporting 
accounting records and receipts, within one month of the trip’s completion. 

 
7. The Trips Leader and the designated deputy for each trip must both sign off the final account 

summary form before submission to the Finance Department. 
 

8. The Finance Department will maintain a central record of all planned trips to enable the Finance 
staff to ascertain when trips are due to end so that they can pursue any late returns of unused 
currency and trip documentation 

 
 



 

 

 

 
 
 

Operation Duke 
 
Remember that serious accidents and incidents are extremely rare, but if one occurs it certainly makes 
great physical and emotional demands upon you.  These guidance notes are designed to help you deal 
with an emergency. 
 
Remember that you are not alone: the LEA and your school/organization will support you as much as 
possible. 
 
Be prepared 
 
● Carry the emergency reference card at all times 
● Ensure that you are familiar with all of the County guidelines for off-site activities. 
● Brief your group on emergency procedures before they set off, including details of communications, 

so that they know how to deal with these should the party get split up. 
 
Care of the Group 
 
● Ensure safety from further danger. 
● Contact local emergency services immediately and follow their advice. 
● Deploy other staff/adults as effectively as possible in continuing to ensure the welfare of your group. 
 
Communication 
 
Contact your duty officer, or, if the duty officer is not available, contact SCC Emergency Planning Officer 
in person (07831473039) - quote ‘Operation Duke’ 
 
Or 
 
An answerphone - quote ‘Operation Duke’; leave a message and your number.  You will be called within 
5 minutes. 
 
Or 
A messaging service – quote ‘Operation Duke’, leave a message and your number.  You will be called 
within 5 minutes. 
 
Note: In most cases you will speak to someone immediately.  The answerphone and message service are 
there in the event of the Emergency Planning Officer being in charge of a vehicle at the time the call is 
made. 
 
When you speak to either the duty officer or Emergency Planning Officer give the following information: 
 
● Quote ‘Operation Duke’ 
● Your full name 
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● The telephone number you are calling from 
● Name of group involved 
● Exact nature of the incident 
● Is a fatality involved? Has it been confirmed? By whom? 
● Full name(s) and age(s) of injured person(s) 
● Exact nature of injuries 
● Whether local police or emergency services have been informed 
● Whether any next of kin have been informed, if so, how 
● If contacting Emergency Planning Officer, name and number of unobtainable duty officer 
 
Next steps and general advice 
 
Parents, Carers and relatives will naturally be anxious to establish what is happening, but try to prevent 
party members (staff or young people) from telephoning home until after you have made contact with 
your duty officer and this has been agreed.  (Given the proliferation of mobile phones this will be difficult, 
but is important, as incorrect information and rumour will make the situation worse.) 
 
Do NOT speak to the press or media.  Refer enquiries to local emergency services handling the incident 
on the ground and promise that ‘an official statement will be made through the County Council’s Press 
Officer as soon as possible’. 
 
Do NOT admit liability of any sort to anybody. 
 
Do NOT allow anyone, apart from medical services, to see any party member without an independent 
witness being present. 
 
Retain any equipment involved in an unaltered condition. 
 
Keep a written record of all that happens. 
 
Be as compassionate as possible, with anyone involved. 
 
Remember that no one, unless they are in a relevant official capacity, has the right to see anyone who 
does not wish to see them. 
 
If you change location, remember to let your duty officer/head of establishment have the new telephone 
number at which you can be contacted. 
 
Finally, remember that all situations are different.  Your duty officer or a senior officer of the Authority 
will make themselves available to offer you advice and support – use them as much as you need. 
 
Responsibilities of Duty Officer: 

 
● To be available throughout duration of trip. 
● To be provided with all relevant trip details and personal information. 
● To be available to respond to parental requests for information. 
● In the event of an accident, to inform the Headteacher and Surrey County Council as appropriate. 
 



 

 

 

 
 
 

Guidance Notes for Duty Officers/Heads of Establishments 
 
In the event of a serious accident or incident involving a group on any form of off-site activity, it 
is paramount that the party leader should receive as much advice and support as he or she needs. 
 
Serious incidents are fortunately rare – this can, however, lead to complacency which must be 
guarded against.  Therefore, you will need to ‘think on your feet’.  This could be difficult under 
pressure and the following guidelines will help. 
 
Be Prepared 
 
You must have comprehensive details about the group and the journey.  This will include contact 
and medical details for all involved (including staff and volunteers) and full details of the itinerary, 
addresses, travel/coach company, etc. 
 
You must have immediate access to these procedures, and the information and means to use 
them, at all times. 
 
Make sure you are familiar with all the County guidelines for off-site activities. 
 
Answering the emergency call 
You will need to gain and record the following: 

● Name of group 
● Name of party leader/caller 
● Telephone number other caller is speaking from 
● What happened 
● To Whom  
● Where 
● When 
● What has happened since 

 
If a fatality is involved or suspected: 

● Has this been confirmed? 
● By whom 
● Have any next of kin been informed? 
(NB: In the event of a fatality, it will normally be the Police who contact the next of kin.) 
 

General Advice 

Advise the party leader to follow instructions from the local police/emergency services, and, 
unless they specifically request otherwise, your advice to the party leader should be to: - 
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● Keep the party together 
● Co-ordinate any contact with Parents and Carers or any outside bodies 
● Refer media attention to the police or County Council Press Officer – do not answer 

questions 
● Remain available: if it is necessary for the party to change location, they must advise you 

of the new telephone number. 
 
Next Steps 
 
In office hours: 
Telephone the Contact Centre: 03456 009009, and explain that this is an ‘education visits 
emergency’ and you wish to contact a Senior Education Officer. 
 
Note: Most headteachers and senior youth workers will have the contact details of their LEO or 
other senior officer and will prefer to contact them direct. 
 
Outside office hours: 
Telephone the SCC Emergency Planning Officer on 07831 473039 (see guidance for party 
leaders.) 
 
A senior officer, trained to deal with off-site emergencies, will contact you, and you should give 
them all details, including your telephone number.  The senior officer will then contact the 
following: 
 

- Duty Press Relations Officer 
- The Headteacher(s) of the group(s) involved, where applicable 
- Unit head(s) 
- Other senior officers, to establish a support team. 

 
Consult with the senior officer how best Parents and Carers might be informed, the senior officer 
can advise on the best way to inform Parents and Carers, if the local emergency services have 
not already undertaken to do so.  It may be better for the senior officer or another colleague to 
do this, as you must remain available for the party leader to contact. 
 
Maintain a written record of events, including the times of telephone calls etc. 
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Rules on Alcohol Consumption 
 

 
Glyn School requires all employees to arrive at work in a condition to perform their duties effectively, 
and to refrain from the consumption of any substance in quantities which may impair their performance 
during their working day. Employees must also bear in mind that certain work activities (such as driving 
a vehicle) are subject to legal limits with regard to alcohol. Employees should ensure that they are 
always compliant with the relevant law when undertaking activities as part of their job. Failure to do so 
will result in disciplinary action. 

 

Glyn school’s prime concern is the welfare of its students and it must ensure that staff are available for 
any duties or emergencies which may unexpectedly occur. Staff taking trips and visits of any kind are 
potentially on duty and may be required to assume responsibility at all times of the day and night. 

 

Staff must abstain from drinking alcohol whilst supervising students.  
 

If driving students in a minibus or private car, staff must refrain from drinking alcohol in the 8-hour 

period before driving.  

 
 
 
 
 
  



 

20 
Glyn School Educational Trips & Visits Policy 

 

 

 

Student Code of Conduct for Educational Visits 

Please retain this Code of Conduct for reference, complete and sign the attached declaration sheet and 
return to the Trip Organiser 

 

This code is published to students, Parents or Carers and forms the “ground rules” of the trip. Students 

are subject to the authority of members of staff who have a duty of care for the duration of the trip. All 

the rules and regulations which follow are a requirement for the safety and enjoyment of all involved.  

All students are expected to behave throughout the trip with dignity and respect, treating other people 

with kindness and courtesy and bringing credit upon themselves and the School. In particular, the 

following points should be noted:  

1. Dress – students should always dress in an appropriate manner, T shirts or other clothing with logos 

should not cause offence to either teachers or members of the public. 

 

2. Alcohol – students may not be in possession of alcohol during a school trip  

 

3. Smoking is strictly forbidden on all school trips.  

 

4. Drugs/medicines - the purchase, possession or consumption of any drug is completely forbidden. Any 

medicines needed by a student should be detailed on their consent form.  

 

5. Fireworks/knives – it is forbidden for students to be in possession of fireworks/knives. 

 

6. Accommodation – students should behave appropriately at all times in the accommodation, 

particularly after ‘lights out’ when respectful quiet should be maintained. It is forbidden to leave the 

accommodation without the express permission of a member of staff. Students’ rooms will be 

regularly checked and must always be kept tidy.  

 

7. Living arrangements – it is forbidden for boys to enter girl’s rooms in the accommodation, or vice-

versa.  

 

8. Relationships – it is forbidden to engage in public displays of affection and/or physical contact. Any 

physical contact of a sexual or affectionate nature will be considered as a breach of school rules.  

 

9. Periods of free time – students will be expected to have on them details of the accommodation in 

case they are separated from the group. Free time should be spent in groups; individuals may not to 
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wander off on their own. During ‘free time’ a member of staff will be available at a designated 

rendezvous point.  

 

10. Promptness – when the group arranges to meet at rendezvous time, all students are expected to be 

there without delay. Unnecessary lateness causes anxiety over safety. Students must attend all pre-

arranged meals and activities.  

 

11. Personal possessions – students must accept full liability for their personal possessions, including 

money, and be careful with their possessions. It is advised that students should not take valuables on 

a school trip. All students are asked to bear these expectations in mind at all times during the trip. 

 

Any breaches of this Code of Conduct will be dealt with at the discretion of the members of staff on the 

trip and according to the protocol for dealing with discipline on a school trip.  

Parents and Carers are required to accept responsibility for any damage or costs incurred by their 

son/daughter due to his/her conduct and actions, whether intentional or not. Any claims made by a third 

party against a student, or the School as a result of his/her actions, must be met by the student’s 

parent/carers in the event that they are not properly covered by insurance.  

A serious breach of this Code of Conduct or of the normal rules of acceptable behaviour may ultimately 

result in the student being repatriated or returned home at the expense of his/her parent/carers; such a 

decision is made only in extremis. 
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Student Code of Conduct Declaration Form 

 

Please detach this declaration form and return to the trip organiser 

 

Trip Name……………………………………………………………………………………………………….  

 

I have read and agree with the Student Code of Conduct for the above trip.  

 

Name of student (please print): ……………………………………………………………………………………………………………. 

 

Signed by student: ................................................................................................................Date: 

..................................................................... 

 

Name of Parent or Carer…………………………………………………………………………………………........................… 

 

Signed by Parent or Carer…………………………………………………………………..Date……………………………….  

 

 


