


[image: A logo of hands holding a tree

Description automatically generated]

Trips and Visits Procedure

	Name of originator/ author: 
	Chilo Graham, Headteacher 

	Last review: 
	November 2025

	Next review date: 
	November 2026






[image: A picture containing logo

Description automatically generated]
@: gloucesterhouseadmin@tavi-port.nhs.uk        T: 020 7794 3353
Gloucester House | 33 Daleham Gardens | London | NW3 5BU 	


Contents
1. Introduction	2
2. Aims & Principles	2
Local Trips	2
Off-Site Visits	3
3. Responsibilities	3
On the day of the trip.	3
Appendix I – Risk Assessment	4
Off Site Visits Risk Assessment	4
Potential Risks	4
Steps to be taken to reduce risks	4
Appendix II	5
Off Site Visits Planning and Approval Form	5





























[bookmark: _Toc215053264]1. Introduction
This document has been created with consideration to the Outdoor Education Advisers’ Panel National Guidance available at https://oeapng.info 

[bookmark: _Toc215053265]2. Aims & Principles
Gloucester House recognises that off site visits are an important part of children’s learning experience, providing a broad and varied context for learning and adding interest and fun to the curriculum.
The aim of this policy is to ensure that visits are clearly linked to the overall curriculum planning within Gloucester House and are carried out in as safe and as effective way as possible. 
The term ‘Off-Site Visits’ in this procedure refers to any activity that takes place away from Gloucester House for the whole, or part of a day. This includes everything from local trips to residential off-site learning experiences. At Gloucester House we use the following definitions:

[bookmark: _Toc215053266]Local Trips
These are trips in the immediate vicinity of Gloucester House and are usually familiar locations to the pupils, for example the library, shop or park. These are often regular (sometimes weekly) aspects of the curriculum. Local Trips have the following principles:
- The destination is less than 1 mile from Gloucester House
- The trip is less than 2 hours in duration
As a general principle most local trips are no more than 10-15 minutes from the site.
For Local Trips, we obtain the parents/carers permission and consent as part of the initial admission process. We undertake an initial risk assessment and this is filed in the child’s PHP file. Subsequent visits are then covered under the permission/consent received from the parent/carer.

[bookmark: _Toc215053267]Off-Site Visits
These incorporate any other visits off-site. Often these are ‘one-off’ visits undertaken by the pupils such as a visit to the Science Museum as part of their topic in class. For off-site visits parents and carers receive information about the trip, including the educational rationale, and are required to give specific permission for their child to attend. 
Off-Site visits will be generally linked to the curriculum and reward trips. These should be generally planned and thought about well in advance and be in the calendar so that pupils, staff and families are prepared. Reward trips for magic squares may need to be more flexible but staff will be aware when these are likely to be and can plan accordingly. 

[bookmark: _Toc215053268]3. Responsibilities
The class teachers and PSWs will: 
· Ensure that staff are trained in Risk Assessment as part of the induction procedure. 
· Ensure that the trip leader, who has been assigned to lead the trip, has carried out risk assessments prior to a visit taking place is supported in this process if required.
· Ensure that all issues identified through exploratory visits and knowledge of the children have been satisfactorily resolved by the group leader within the risk assessment.
· Ensure that all parts of the risk assessment are completed including pupil’s PHP information and how risks and triggers will be mitigated.
· Ensure that the accreditation or verification of any providers of activity sessions has been checked, (i.e. a proforma letter e.g. sports centre) 
· Keep records of individual visits including reports of accidents and ‘near misses’.
[bookmark: _Toc215053269]On the day of the trip. 
Staff will ensure: 
· A ‘Trips & Visits- On-the-day form’ is completed. 
· Pupils are in their school uniform and wearing appropriate clothing to attend the trip including footwear. 
· Ensure that the member of staff attending the trip has their ID badge and wears it in public. 
· Ensure that pupils are regulated and safe to attend the trip. 
Clinical lead and Headteacher will: 
· Ensure that the trip is appropriate and will approve the trip. 
· Ensure that forms are completed to the expected standard. 
· Ensure that a pupil is regulated enough to attend the trip. 
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	[bookmark: _Toc215053271]Off Site Visits Risk Assessment

	Group Leader: 
	Date of Visit: 

	Has pre visit taken place? 

	If yes date of visit:  

	If no, reason why not and steps taken to gain information needed to plan and prepare for visit: 

	[bookmark: _Toc215053272]Potential Risks
	[bookmark: _Toc215053273]Steps to be taken to reduce risks

	Travel Risks:
	



	Site Risks: 


	

	Any medical needs of children and plan to manage these:




	Plan in case visit needs to end early for 1 or more children due to increased risks:




	Having considered the risks involved in this trip I believe the steps identified will reduce the risks to a level whereby it is safe to go ahead with the trip.


	
Signed……………………………………………Group Leader          Date:
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	[bookmark: _Toc215053275]Off Site Visits Planning and Approval Form

	Class Group/s Involved: 
	Group Leader: 

	Curriculum Area: 

	Place to be visited:
	Method of Transport: 

	Date of Visit: 
	Date form handed to OSVC:

	Time Leaving Unit: 
	Expected Time of return: 

	Children Involved:
	Adults Involved + mobile numbers:
Named First Aider: 

	Cost of Visit:
	Contribution being requested:

	Lunch Request from TOZA: (Options: Pupils Sandwich’s, fruit, water and crisp, specify adult sandwich order)

	Special Arrangements: (separate leaving times, seating plan on bus…)


	Is the letter for parent carers with permission slip attached to this from?  Y/N


	Arrangements for Cover of Duties (these must be agreed by the Deputy Head prior to form being passed to OSVC) 


	Names of children who are due to have therapy during the visit (these must be discussed and agreed with therapists prior to form being passed to OSVC) 


	Signed                                                                            (Group Leader) Date

	To be filled in by Off Site Visits Co-ordinator (OSVC)
Further information needed prior to approval:
Risk Assessment seen and approved: 
Approval for visit given: 
Any issues to take into consideration during final planning?
Signed                                         (OSVC)
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