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West Heath School 
Ashgrove Road  Sevenoaks  TN13 1SR 

www.westheathschool.com 

 Outings, Trips, Visits, Charging and Remissions 
 

This policy has been 
written for… 

All staff and students at West Heath School  

Copies of this policy 
may be obtained 
from… 
 

• It is available as a hard copy on request from the school office  

• Hard copies for reference are filed in reception 

This policy links with 
the following policies 

This policy should be read in conjunction with the following documents – 
Curriculum, Aims and Objectives of the School, Educational outings and 
Visits Guidance, Transport Policy and Staff Expenses Policy 

Participants and 
consultees in the 
formulation of this 
policy were… 

The Principal, Head of Outdoor Education, Senior Leadership Team, Student 
Services Committee and the Trustees of the School.   

Edition, Review 
frequency and dates 

This is edition 7 released March 2022. 
This policy will be reviewed every two years. 
It is due for review March 2024. 
 

Relevant statutory 
guidance, circulars, 
legislation & other 
sources of information 
are… 

HASPEV – Health and Safety of Pupils on Educational Visits 

HASLOC – Health and Safety of Learning Outside the Classroom 

OEAP National Guidance 

Kent Framework for Safe Practice on Educational Visits and Outdoor 
Learning Activities 

The Lead Member of 
staff is 

 Principal and Head of Outdoor Education 

Definitions and key 
terms used in this 
policy… 

Educational Visit – as defined in the Kent Framework for Safe Practice on 
Educational Visits and Outdoor Learning Activities., ‘any occasion when a 
young person takes part in a structured and employee led learning activity 
carried out beyond the boundary of the normal operational base.’ 

The Rationale and 
Purpose of this policy 
 

Ensure safe, informed working practice offsite. 

Appendices This policy has 6 appendices 

Copying 

No school policy is ever written in isolation.  Acknowledgement of sources of 
advice and significant influence in the development and recording of policies 
at the West Heath School are noted on the front page. We request that any 
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schools or organisations incorporating large sections of this policy without 
alteration should make similar appropriate acknowledgement. 

The Aim of this 
policy 

The aim of the policy is to provide staff, students and parents with details 
of the working practice in place at West Heath School regarding Offsite 
Education. 
 
Expectations of Offsite Education are: 
 

• To enrich the curriculum with a wide variety of real-life experiences to 
complement, extend and enhance classroom learning. 

• To provide students with new experiences previously denied to them. 

• To foster confidence in personal development skills e.g. using public 
transport. 

• To develop social skills in a group context removed from the artificial 
classroom environment. 

• To have fun and develop broader expectations of life. 

• To ensure that all of the above are open to all students irrespective of 
their ability to pay. 

• To take account of Health and Safety. 

• To create opportunities for the expansion of language and knowledge 
through new and challenging activities. 

• To develop thinking and problem-solving skills and life skills, such as co-
operation and interpersonal communication. 

• Develop self-esteem and resilience. 

• Cultural opportunities 
 

 

Strategies Staff should follow the Educational Outings and Visits Guidance 
provided to assist them with planning trips. 
 
Opportunities offered at West Heath are: 
 
During the school day 
 

• School outings: Large groups comprising students from a number of 
classes and a broad age range.  Example – a theatre trip, cinema, theme 
park, Howletts Zoo, trampoline centre. 

• Tutor group outings: Example- Breakfast in a local café, coffee shop, 
shopping. 

• Class outings: Students studying a particular subject make a visit as part 
of their programme of study.  Example – a GCSE History group visits 
Bodiam Castle 

• Individual student outings:  A particular student is taken for a specific 
assignment related to their study or personal development or as a reward.  
Example – as part of the induction process a new student who is school 
phobic is taken out to a local café as part of the relationship building 
approach, bowling, lunch, shopping. 

 
After the school day 
 

• Recreational outings:  Example – a trip to the cinema or ten pin bowling 
for those students who have met their weekly residential targets. 

• Developing independence and skills for life - e.g. independent travel, 
managing money. 

• Activities that help with personal and social development. 

• Activities that are fun and make boarding at school enjoyable. 
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Overnight Trips 
 

• Residential visits for year 7/8 to Carroty Wood, Bewl Outdoor Centre 

• Residential visits for year 9/10/11/12/13/14 to Derbyshire, Cornwall, 
Wales, Normandy, Ardeche and Skiing 

• Overseas residential trips to Normandy, Skiing and canoeing in the 
Ardeche. 
 

All of these trips are planned with clearly understood objectives and planned 
according to the nature of the visit and the student participants. 
 
Categories of outing 
 
For the purpose of planning, outings are divided into three categories, Red, 
Amber and Green see Appendix 1. 
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 1 2 3 4 

     

Risks deriving 
from the activity 
being undertaken 

Green Amber Red  

Duration and 
Distance 

Short visits for 
the duration of a 
few lessons – up 
to a morning or 
an afternoon. 
Local. Low risk 
students, travel 
and activities 

Longer trips – 
substantial part of the 
day – further away, 
possibly involving a 
late return. Higher risk 
students, travel and 
activities. May need to 
take medication, 
motorway travel and 
activities involving a 
higher risk 

More than 24 hours 
with at least one 
overnight stay to 
destinations a greater 
distance away, either 
in this country or 
overseas. Students 
with higher risk 
behaviour, medical 
issues, long distance 
travel and high-risk 
activities involving 
specialist equipment 
and instructors. 

 

Occasion 

As part of regular timetabled 
classes with over-run by 
mutual agreement with other 
teacher(s). 

Involve the suspension of normal 
timetabled activities and release of 
teachers and teaching assistants 
from their regular commitments. 

 

Consent 

Covered by non – specific 
letter signed by parents as 
part of the admission 
process.  Head of Outdoor 
Education notified. 

Special consent required.  Teacher 
letter to parents with reply slip.  No 
students to be allowed to go without 
consent.  In exceptional 
circumstances witnessed telephone 
consent is acceptable. Parents able 
to give signed consent at start of 
academic year that becomes 
informed consent when consent 
given for activity via Sims Pay 

 

Charging 
Funded as part of the 
curriculum/D of E termly 
contribution requested 

Voluntary contribution requested.  
See special circumstances below. 

 

Catering None 

Packed lunches available – form to 
request this can be found in main 
staffroom and in How to Organise a 
School Trip pack. 

 

Planning 

As part of lesson plan with 
considerations of risk, 
supervision, allergies etc.  
use of summary checklist.  
School risk assessment to be 
carried out if any red or 
amber elements to visit 
identified on Request to 
Undertake an Educational 
Visit form. All green elements 
are covered by generic risk 
assessment in place – this 
must be read by staff to 
ensure it is appropriate, these 
must be kept up to date by 
HOE. 

Detailed planning procedure based 
on the pack of forms in the 
appendix.  Agreement in principle 
from Head of Outdoor Education to 
be sought first, followed by scrutiny 
of detailed planning by Heads of 
School and HOE. 

 

School Office Provided with list of names of 
staff and students on 
departure and notified on 
return.  Senior teaching 
assistants informed of staff 
requirements and Learning 
Director of Teaching 
Assistants informed of 

 
Contact packs shared with staff on 
trip, Principal and Vice Principal 
Head of Curriculum, reception. 
Hard copy left with Principal, VP and 
reception. 
This pack contains all trip paperwork 
and First Contact details in case of 
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Students, distance and activities are categorised into Red, Amber and Green.  Green 
activities (and some amber) are covered by generic risk assessments which can be 

found in Trip Planning Documents in the shared area of the school system. 
 
In all instances, individual risk assessments of students attending the trip must be 
referred to in order to ensure that suitable and sufficient control measures and 
arrangements are in place in the trip risk assessment. 

  

staffing requirements and 
also given list of names of 
staff and students on 
departure and notified on 
return. 

an Emergency 
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Use of School 
Vehicles and Staff 
Cars 

We have access to our school 9 seaters and school cars.  Staff may use school 
cars if they are an approved school car driver, this can be done by providing 
the Estates Manager with the relevant documents.  Staff may use their own car 
if they have business user cover on their insurance and this has been confirmed 
by the Estates Manager.  Running costs are reimbursed at the published rate 
which is currently 50p per mile when transporting students and staff and 45p 
per mile when travelling without students, the rate drops to 35p per mile after 
the first 100 miles. These are claimed by using the expenses form which can 
be found in the shared area. Staff are responsible for undertaking vehicle safety 
checks. 
 
School vehicles containing audio and video recording facilities are required to 
have a sticker to alert staff and students that whilst in the vehicle they are being 
recorded. The recording will be kept for 2 days at which point it will be 
overridden unless an accident has taken place and an investigation is 
underway. In this instance CCTV footage will be retained until the investigation 
has been completed. Anyone wishing to access footage must request this by 
consulting a member of SLT and by completing the CCTV request form. This 
must be passed to either the Estates Manager or IT Manager.  
 

 

Supervision 
Ratios 

There is no specific student staff ratio. The ratio of staff to students is 
dependent on the nature of the activity and each student individual risk 
assessment.  No member of staff will ever go out alone with a student unless 
this has been agreed with HOE and Principal who will have taken due notice 
of the individual student risk assessment and made a judgement that it is 
not inappropriate in any way.  

 
An annual risk assessment is to be carried out in Sixth Form and for those 
students studying at an offsite provision on a regular basis. Individual risk 
assessments are carried out for residential offsite activities. These risk 
assessments are approved by Head of 6th form and Principal. 

 

Consent 

For short, local trips we have a blanket consent form which is obtained upon 
entering school, this must become informed consent prior to any trip. 
 
For other trips a letter is sent to parents or carers requesting their permission 
and asking for a contribution but explaining that no child will be denied because 
of an inability to pay. Letters and payment options available to parents/carers 
via sims pay.  All parents/carers receive an invitation to set up an account at 
the start of the school year and upon joining school. 
 
Parents/carers of boarding students sign a consent form at admission, for a 
range of activities that take place after school. Consent is required for students 
attending trips/activities within school – this cannot be granted by boarding 
staff. 
 
A detailed procedure with accompanying forms is provided for the use of staff 
in order to plan thoroughly and avoid problems and secure the maximum 
educational benefit. 
 
EOS and Sixth Form obtain consent at the start of each academic year around 
travelling offsite for college and other activities associated with their timetable 
of study. Trips must be risk assessed termly and updated immediately should 
an unforeseen event occur during the term.  Parents/carers must be informed 
at the start of each term of the activities and trips their child is involved in. 
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OVER 18S. 
 
Students age 18 and over are able to give consent to attend activities and 
residential trips.  Parents and carers should be informed of the trip details as 
a matter of courtesy.  Students giving their own consent will be expected to 
contribute towards the cost of the trip/activity. 
 

Funding/payment Trips are usually subsidised in order that contributions from parents and carers 
are kept to a reasonable minimum.  In the event of absence and a contribution 
having already been made, each case is reviewed sympathetically.  In many 
instances such as theatre trips, if we are given no notice or time to arrange a 
substitute, there is no automatic right to reimbursement. 
In the event parents/carers are seeking financial assistance for a trip this must 
be done in writing to the Head of Outdoor Education and Principal detailing 
previous assistance received.  Trips not linked to the curriculum cannot be 
funded by school, ie ski trip, in extreme circumstances some financial 
assistance may be offered. Those students in receipt of pupil premium can use 
this to fund trips. 
In line with DfE guidance where parents are seeking financial support to cover 
the cost of a school residential trip parents are expected to cover the cost of 
board and lodging, school will cover the cost of activities and transport. 

 

Staffing Staffing arrangements for school trips will be organised according to the needs 
of the trip – student support, first aiders, drivers, experience offsite. 
 
No staff families or partners on school trips. 
 
Parents may attend to support their children where this is deemed necessary 
and in the best interests of the child.  Parents are expected to pay the cost of 
the trip.  Parents will be in a room with their child, they will not be responsible 
for any child other than their own.  They are not to have any input on the 
management of the trip or the other students involved. Parent/carer volunteers 
should be made familiar with Parent/Carer guidelines, appendix 6. Parent/carer 
volunteers do not need a DBS, in the event that they become a more regular 
volunteer then school should obtain a DBS on their behalf. 
 
The Head of Residential manages staffing arrangements for boarding activities, 
authorising risk assessments and reviewing them in the context of staff 
feedback following activities. 
 
An allocated member of staff from Sixth Form and residential; manage staffing 
arrangements for offsite activities and study, authorising risk assessments and 
reviewing them in the context of staff feedback. Risk Assessments are to be 
checked and signed off in line with the Risk Assessment template. 
 
Head of Outdoor Education and Principal to ensure staffing is adequate and 
staff are suitable for the trip/activity. 
 
Staff training to be kept up to date to in accordance with Duke of Edinburgh 
Award. 
 
Tracy Willers-          
 

- Bel Qualified 
- Explorer Medicine 
- Offsite Safety Management 
- EVC Coordinator – updated 3 yearly 
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- Accredited Expedition Assessor 
 
Elliott Wood- 
 

- The Sports Leaders UK Level 3 Certificate in Lowland Expedition 
Leadership (formally known as BEL AWARD) 

- D of E supervisors Award 

- LEVEL 1 - EXPLORER MEDICINE FIRST AID COURSE – Wilderness 
First Aid Training 

- STA Level 2 Award for Pool Emergency Responder 
- Accredited Expedition Assessor. 

 

Planning 
Trips/Risk 
Assessment 

When organising trips staff are to follow the planning procedures, “How to 
Organise a School Trip”, which can be found on the school system in Trip 
Planning Documents and in main staffroom folder Guidance for Working Offsite 
TW1C. 
 

• Medical records to be carried for all students attending an offsite activity. 
These can be stored on One Drive along with consent forms and risk 
assessment, ensure shared access is granted to Principal, staff on trip, 
reception and Vice Principal Head of Curriculum. 

• Risk assessment, appendix 2, should be written by the trip leader and then 
passed to the Head of Outdoor Education and Principal for signing. 

• Risk assessments for boarders’ activities are signed and authorised by the  
Head of Residential . 

• Risk assessment should be agreed by all staff included on the Risk 
Assessment.  Only the Head of Residential authorises and signs risk 
assessments for boarding activities. 

• Residential trip places will only be offered to students who have had their 
places confirmed. 

• All new students to be taken out on short, local visits to aid risk assessment 
on future trips. 

• All pupils have an absence without authority risk assessment in their files. 

• For all activities and residential trips, check Public Liability insurance, 
LOTC, AALA, risk assessments, staff training. 
 

 

Persons with 
particular 
responsibilities 

Head of Outdoor Education  
Principal 
Head of Residential 
Head of Upper School 
Head of EOS  

Other 
Participants & 
Stakeholders 

Students 
Staff 
Parents/Carers 

 

Monitoring & 
Evaluation 

SMT 
Student Services Committee 
Trustees 
Health and Safety Committee 
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Appendix 1 
 
 

 
 
 
  

REQUEST FOR PERMISSION TO UNDERTAKE AN EDUCATIONAL VISIT (1) 
Request form to Head of Outdoor Education and the Principal at least 1 full week prior to proposed visit 

 
Date of 
Request: 

 Trip organiser:  

Date and time of 
visit: 

 
Trip Leader: 
Contact Number: 

 

Place of visit:  Class / Group:  

Purpose of visit: 
National Curriculum links 

 

Total Cost: £  
Parental 
Contribution: 

N/Y £ 
Suggested 
spending money: 

£ 

Proposed sub groups: (subject to change - parent/carer permission / staff availability) 

GREEN 
STUDENTS 

AMBER 
STUDENTS 

RED 
STUDENTS 

Staffing: COST CENTRE 

 
 
 
 
 

 
 

 
 
 

 

 
 
 

Distance 
 
 

  

Activity 
 
 

  
 

    

    

Cover – Lesson(s): Y/N Cover - Lunch time club / activity: Y / N 

         
Period: Group  Period: Group  Period: Group  
Registration   Period 3   Period 6   

Period 1   Period 4   Period 7   

Period 2   Period 5   Period 8   

         

 
Checked:_______________________Head of Outdoor Education 
 
Signed: ________________________Principal 
 

Date: _________ 

 
 

Parent/Carer Consent Letter: Y / N 
Transport: 
Book school car / minibus 

Y / N 

Social Services consulted if LAC: Y/ N 
Transport: 

Late pick up required (parent/carer) 
Y / N 

Medication: Y / N SOLDO Card requested Y / N 

Is a specific risk assessment required Y / N 
Lunch arrangements  
School dinner/packed lunch Y / N 

Risk Assessment checked by 
Head of Outdoor Education 

Y / N 

 
Teachers informed student to be absent from lessons 
Cover request to Teaching Cover Lead  
LSM’s informed of LSA staffing                     Y/N 
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Appendix 2 
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REIMBURSEMENT 
 
All staff attending residential trips will be paid 7 hours overtime per night.  This 
should be claimed via an expense form after the trip. Should these trips involve 
working weekends, staff will receive 7 hours overtime for each Saturday and 
Sunday night, plus the Monday after the trip is given as a lieu day. 
 
Staff supporting Gold D of E expeditions in the school holidays will receive a 
day in lieu for each day they are supporting the event.  Staff are able to claim a 
subsistence for each day as per the Staff Expenses Policy. 
 
 
EMERGENCY PLANNING 
 
All staff arranging offsite provision for students must be aware of the school 
SLT Minor Incident Procedure and the SLT Major Incident Procedure, appendix 
3 and 4.  These can be accessed via the Trip Planning Documents in the 
school shared area. 
 
Residential visits trip leader must ensure that the First Contact, appendix 5, 
document is up to date and that all staff have access to this. 
 
Head of Outdoor Education to ensure that all those persons named on the First 
Contact sheet are aware of their role should an incident occur. 
 
Prior to any overnight stay or residential trip the trip leader must have a pre trip 
briefing with the Principal and VP. 
 
 
EVALUATION 
 
All trips to be evaluated upon return, information shared where necessary 
 
ROLE OF GROUP LEADER 
 
Identify the clear purpose of the trips and their objectives. 
 
Complete trip paperwork. 
 
Staff trip appropriately 
 
The senior member of staff arranging each outing is responsible for arranging 
and accounting for any financial issues associated with trip, in conjunction with 
our Head of Finance and budget holder. 
 
Evaluate the trip/value for money, objectives met… 
 
Ensure school is represented in a positive manner offsite by staff and students. 
 
Communicate with parents/carers. 
 
Have Plan B in place 
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Monitor the appropriateness of the activities, the physical and mental wellbeing 
of the group. 
 
Allocate staff to student subgroups. 
 
Ensure parents/carers are informed of details and emergency contacts. 
Keep trip data safe and secure whilst offsite 
 
ROLE OF THE EMERGENCY CONTACT 
 
To have access to trip details 
 
To contact staff on First Contact document in order to set up an incident room 
in school to deal with parents/carers and media 
 
To support trip leader offsite and deal with emergency services, travel in order 
to keep group safe 
 
To keep track of the groups whereabouts should they be sent to hospitals in an 
emergency. 
 
 
ROLE OF THE STUDENT 
 
To be aware of trip details, code of conduct, kit, expectations, timings. 
 
To know who their group leader is. 
 
To follow instruction. 
 
 
ROLE OF THE PARENT/CARER 
 
Before committing financially ensure their child is willing to attend the trip. 
 
Ensure their child is prepared for the trip and is aware of the expectations. 
 
Pay for trips in line with payment dates set on sims pay. 
 
Ensure their child does not take any cigarettes, vapes, alcohol, drugs or 
unnecessary equipment on the trip 
 
Ensure that school is able to contact them in the event of an emergency 
 
To return paperwork and medications in a timely manner. 
 
Be available to collect their child should the need arise to return them early. 
 
 
ALCOHOL 
 
During the course of the trip staff may have 1 alcoholic drink, this will be at the 
discretion of the trip leader.  Staff must not bring or purchase their own alcohol. 
On cultural trips such as Ardeche, Krakow and Skiing older students will be 
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given the opportunity to have a drink with their meal or to sample local drinks.  
This will be done at the trip leaders discretion and with parents informed 
consent. 
 
 
 
OVER 18S. 
 
Students age 18 and over are able to give consent to attend activities and 
residential trips.  Parents and carers should be informed of the trip details as a 
matter of courtesy.  Students giving their own consent will be expected to 
contribute towards the cost of the trip/activity. 
 
ROLE OF THE HEAD OF OUTDOOR EDUCATION (EVC) 
 
It is recognised as good practice for school to have an Educational Visit Co-
ordinator (EVC), whose role is to support the Principal in ensuring that all visits 
follow School’s relevant policies and procedures. The EVC, will act on behalf of 
the Principal 
 
● To approve visits as defined by this policy and any other trip procedures.  
 
● To provide adequate documentation to support planning of all trips and visits 
and ensure all off-site visits are thoroughly planned using standardised whole-
School documentation.  
 
● To ensure all staff are aware of the guidelines available through The Kent 
Framework for Safe Practice on Educational Visits and Outdoor Learning 
Activities concerning their particular visit.  
 
● To assign competent people to supervise a visit. Competence of other adults 
proposed to provide support or lead activities within a visit will commonly be 
done in accordance with the needs of the trip, the students, first aiders and 
drivers 
 
● To ensure staff ratios are adhered to on all trips, including the availability of 
first aid skills 
 
● To check and approve all parental letters for educational visits. 

 

• To ensure that a member of staff is allocated responsibility for 
medications on trips. 

• Ensure parents are fully aware of all trips and obtain consent. 

• Ensure emergency contacts in place and aware of the expectations. 

• Keep records of accidents and near misses. 

• Keep school calendar up to date 

• Prepare information packs for Principal, Vice Principal Head of 
Curriculum and staff included on trip. 
 

 
 
 
 



West Heath School: Outings, Trips, Visits, Charging and Remissions Policy   Page 16 of 16 

 
ROLE OF THE PRINCIPAL 
 

• To ensure visits comply with school policies and guidelines. 

• To review policies and procedures with the Head of Outdoor Education 
every 2 years. 

• To approve visits approved by the Head of Outdoor Education. 

• To ensure that the Head of Outdoor Education (EVC) is competent to 
oversee the co ordination of all offsite education and that their training is 
up to date. 

• To ensure trips are led by a competent group leader. 

• To ensure that in the event of a major incident school guidelines are 
adhered to with regard to informing parents and the media.  

• Ensure that serious incidents, accidents and near misses are reported 
and investigated. 
 


