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EDUCATIONAL VISITS EYFS 

 

Guidance 

 
The Head of Lower School will be responsible for the implementation of this policy. 

 

Learning outside the classroom environment is an essential part of our curriculum. Trips and 

visits last no more than a day and may include visits to wildlife & nature activities, museums, 

external carol services and theatres. Pupils are not taken on overnight or foreign visits. 

 

The teacher in charge will prepare paperwork, which will be reviewed by the Head of Lower 

School including: 

 

 letter to parents 

 risk assessments 

 budgeting 

 permission slips 

 lists of children attending 

 sandwich list; order requirements from catering, giving at least 1 week’s notice  

 

Parents will be notified in advance of: 

 

 a child attending a day out on a trip / visit and details of visit duration 

 planned trips and visits for year groups. 

 

Individual written consent will be obtained where pupils are taken on a trip or visits off site 

which last more than one hour and / or includes transportation.  

 

The completed and signed consent form will include details of how to contact a parent in the 

event of an emergency. The form must be returned to the school at least three days before the 

start of the trip 

 

Where outings involve walking for no more than an hour to local landmarks etc, parents will 

be notified via email.  Parents will be asked for permission annually for such visits.      

 

The teacher in charge will take a first aid kit with them, a list of emergency contact numbers 

and a school mobile phone. Water will also be taken on longer visits. One member of staff 

will be paediatric first aid trained. 

 

Where a school minibus is used, the driver must have the appropriate qualifications. All school 

drivers are DBS checked and occasionally help teaching staff for the duration of the trip. 

 

Small coaches are sometimes hired from known local firms. Although drivers have been DBS 

checked, where coaches are booked the children are never left in the care of the driver. 

 

Personal Liability 

Staff in charge of pupils act "in loco parentis". This means that they "have a duty under 

common law to take care of pupils in the same way that a prudent parent would do". 
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The school as employer of the staff will support them in the unlikely event of an accident 

occurring provided they have exercised reasonable care and followed school guidelines. 

 

Insurance 

The school has Employers Liability Insurance of £10m and Public Liability Insurance of £20m. 

It also has a group travel policy that covers any visits made by the Nursery. It does not cover 

the use of staff members own cars for transporting to or from a school trip/visit. Parents are 

asked to provide their child’s own booster seat for the trip (where required). 

 

Visits planning 

Each visit will have its own risk assessment, which must be reviewed before a repeat visit is 

made. 

 

The Teacher in charge will:  

 fix visit dates at least two terms in advance where parent volunteers, staff from other parts 

of the school may be required 

 visits where the following are applicable should be organised a term in advance:  

 needs to be booked in advance 

 needs transport to be arranged 

 consult the Head of the Lower School and the School Secretary about any special and 

medical needs of pupils, obtaining specialist advice where necessary 

 inform the Finance Bursar where tickets and Facilities Manager where transport need to be 

arranged 

 ask the HR Manager to check and carry out (if necessary) DBS checks and references for 

any volunteers that are to be on the visit. 

 

Once month in advance  

 parental consent forms (appendix 1) should be sent out with a specified return date 

 finalise all bookings 

 Finalise and confirm staffing with Head of Lower School 

 

Two weeks in advance  

 finalise the risk assessment and get it approved by the Head of Lower School and the 

Estate and Facilities Bursar 

 chase any remaining consent forms from parents, reminding them that their child cannot 

participate if it is not received within 3 days of intended departure 

 store tickets in school safe 

 meet with other staff & volunteers taking part in the visit to discuss responsibilities, risk 

assessment and emergency arrangements 

 book the travelling first aid kit from the School Office 

 advise parents of the need for special clothing, sun cream, hats, waterproof clothing, 

wellington boots etc 

 order packed lunches, drinks and water for children, staff, volunteers and drivers 

 prepare list of children in each group and adult allocated to each group 

 prepare a pack for the accompanying staff, Head of Lower School, Bursar and other 

relevant parties, which will consist of:  

 

 the itinerary, with all addresses of locations during the trip, phone numbers etc 

 The Teacher/ Leader in charge 

 School Mobile phone Number 

 a list of pupils with parental contact details and medical conditions 
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 emergency contact numbers for the School Office, Head of Lower School, 

Headmaster or Deputy Head out of school hours.   

 name of the driver, registration number of the vehicle, vehicle insurance certificate, 

names of children on the vehicle 

 copy of the trip risk assessment 

 location of nearest hospital 

 

Day prior to departure / day of departure 

 remind the children of the purpose of the trip and expected standards of behaviour 

 give information packs out 

 collect the travelling first aid kit and check contents 

 collect Lower School mobile phone  

 collect water and packed lunches 

 check that driver and vehicle match the details previously given by travel company 

 

During the visit  

 primary responsibility lies with the Teacher/Leader in charge, who can amend 

arrangements or cancel the visit if appropriate. They may delegate tasks in necessary, 

including:  

 carrying out and recording of head counts of children, leaving school, getting on / off 

transport, entering or leaving a location etc 

 checking that pupils wear seat belts 

 enforcing expected standards of behaviour 

 keeping account of expenditure 

 recording accidents and near misses 

 

Staff to pupil ratio 

Ratios for trips in the Early Years Foundation Stage are 1:3. There is always one 

teacher/leader present, who will be designated the Teacher/leader in charge. Early Years 

Assistants will normally be present and on occasions, so will parents and school minibus 

drivers. In order to meet ratios, sufficient teachers and assistants holding a level three statutory 

qualification, as defined by the Department of Education will be in attendance on the trip.   

Additional staff (once ratios are met) who do not hold this qualification may also be in 

attendance. 

  

Illness or minor accidents 

If a pupil has a minor accident or becomes ill, the Teacher in charge, or another member of 

staff, will phone the parents' emergency contact number and arrange for the child to be 

collected. If contact can't be made, the child will be taken to the local hospital or if a minor 

event, to the school office for first aid. A member of staff will remain with the child until a 

parent or career arrives. 

 

Emergency procedures 

In the event of a serious accident resulting in the death or injury of one or more of the pupils 

and staff, the Teacher in charge first priority is to summon the emergency services and to 

arrange for medical attention for the injured party.  One of the accompanying members of 

staff should accompany the injured pupil(s) to hospital and remain until a parent arrives. 

 

After ensuring that the rest of the group are safe and looked after, the Teacher in charge will: 

  

 phone the school office. 
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 inform the Head of Lower School of what had happened. 

 where the full facts have not yet emerged, they should say so and ensure that follow-up 

communications with the Head are maintained. 

 arrange for the school's insurers to be contacted as quickly as possible  

 a full record should be kept of the incident, the injuries and of the actions taken. 

 

Where appropriate the school communications plan will be implemented. Where possible, 

communication with the media should be left to the Head.  The Teacher in charge will refer 

the media to the school.  If comment is unavoidable, it should be factual, calm and no attempt 

should be made to cover gaps in knowledge.  

 

Missing Child 

In the event that a child goes missing we follow our missing child policy (available on the 

school website) 

 

Delayed return 

If the return from a visit is delayed, the Teacher in charge will phone the school office, the 

Head of Lower School, Headmaster or Deputy (out of school hours), who will in turn contact 

all the parents to alert them to the delay and the revised time of arrival. 

 

On Return, the Teacher in charge will: 

 provide the Head of Lower School with feedback. 

 return all school property (together with a report of any lost or damaged property). 

 

Report for Governors 

The Head of Lower School will write a report to the Governors containing a synopsis of all the 

school trips and visits that have taken place when requested. 
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Appendix 1 

 

CONSENT FORM FOR NURSERY DEPARTMENT VISITS 

 

[Nursery/Reception] Visit to ……………On …….    Teacher in Charge……………..  

 

Departing at ………hours from the school. Returning to the school at ……….hours 

 

Nature of Activity:  

 

Equipment Needed by your son or daughter:  

 

Booster seat         

Wellington Boots                        

School coat           

Waterproof trousers         

Warm hat and gloves      

Sun Hat                          

 

Please apply sun cream prior to arrival at school      

           

Maximum number of pupils [    ], who will be accompanied by [    ] members of the teaching 

and [  ] Volunteers. 

 

Any parent who is interested in volunteering to help on this visit should contact [       ] He/she 

will normally be asked to consent to the school obtaining a DBS disclosure. 

 

Transport:   

    

The children will walk 

Coach to and from ………………. 

 

We only book coaches fitted with seat belts, from a company well- known to us. 

 

     School Minibus, with booster seats, driven by a member of staff,   

 

Medical Information 

 

Any allergies or sensitivities to food, pets or to insect stings: 

 

Any chronic or recurring medical conditions needing regular or occasional medication or 

treatment: 

 

Does your son/daughter require any special arrangements to be made?  If so, please describe 

them briefly below: 

Does your son/daughter suffer from travel sickness?  If so, please administer travel sickness 

medication prior to arrival at school? 

Does your son/daughter suffer from any phobia which might make it unsafe for him/her to 

participate in any of the planned activities? 

Date of last tetanus injection? 
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Appendix 2 
 

CONSENT TO EMERGENCY TREATMENT 

 

I/ We authorise the Teacher in Charge, or an authorised deputy acting on his/her behalf to 

consent on the advice of an appropriately qualified medical specialist to my/our child 

receiving emergency medical treatment, including general anaesthetic, blood transfusion and 

surgical procedure under the NHS if he/she is unable to contact me/us in time. 

 

Signature of both parents or Guardian: 

___________________                     ______________________ 

 

 

Emergency Contact Details for the period covered by the visit: 

 

NAME:…………………………..   Tel .no:………………………Mobile: …………….  

 

Email: ……………………………   Work no:………………  

 

NAME:…………………………..   Tel .no:………………………Mobile: …………….  

 

Email. :……………………………   Work no: ……………… 

 

FAMILY DOCTOR:…………………………..   Tel .no:…………………………………….  

 

Address: …………………………………………………………………….. 

 

 

 

 

___________________________________________________________________________ 

 

Behaviour code:    

                                      

I understand that my son/daughter will be subject to the normal school rules of behaviour 

throughout the visit.  I agree to him/her following the guidance on health and safety given by 

a member of staff [or by an Instructor at a centre] at all times.  

 

Signed:     Signed: 

 

Name:         Name: 

 

Date:      Date:  

 

 

Please note that your son/daughter will not be allowed to participate in this visit unless this 

form is completed and returned to [      ] School by [              ] and returned to [      ] School 

by [              ] 


