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Statutory Policy 

 

 

 

Purpose 

Stratford School Academy believes in the use of educational visits to support learning outside of the 

classroom and as an important part of delivering the curriculum. All students will be expected to 

attend visits and will have the opportunity, whilst at school, to attend day and residential visits. 

Scope 

This policy applies to all staff leading educational visits and students attending them. 
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Authorising Persons 

Alison Deady PA to the Headteacher 

Charles Gardiner-Graham Director of Operations 

Craig Hewitt Headteacher 

 

Types of Visit 

The following are recognised types of educational visits that may be organised by Stratford School 

Academy: 

 Extension of the classroom (i.e., a visit that can be accomplished without transport and 

within a morning and/or afternoon session) 

 A half or whole day visit that requires one or more night’s residential accommodation 

 A day visit abroad 

 A visit abroad requiring one or more night’s accommodation 

 An extra-curricular activity (i.e., a sports fixture at another school) 

 Activities that are hazardous, within the UK or abroad (i.e., skiing, water sports, 

mountaineering, adventure programmes, etc.) 

Authorisation of Visits 

The Governing Body delegates the approval of educational visits as follows:  

 Extension of the classroom (i.e. a visit that can be accomplished without transport and 

within a morning and/or afternoon session) must be approved by Craig Hewitt 

 A half or whole day visit that requires one or more night’s residential accommodation must 

be approved by Craig Hewitt and Governors 

 A day visit abroad must be approved by Craig Hewitt, Governors and LB Newham 

 A visit abroad requiring one of more night’s accommodation must be approved by Craig 

Hewitt, Governors and LB Newham 

 An extra-curricular activity (i.e. a sports fixture at another school) must be approved by Craig 

Hewitt 

 Activities that are hazardous, within the UK or abroad (i.e. skiing, water sports, 

mountaineering, adventure programmes, etc.) must be approved by Craig Hewitt, Governors 

and LB Newham 

All visits must have had a completed Application Form (Appendix 1) and submitted for approval by 

the group leader with at least 14 days’ notice. 

Charging Policy 

The provisions of the DES Circular 2/89 Education Reform Act 1989: Charges for School Activities. 

These maintain the right to free school education and establish that activities offered wholly or 

mainly during the normal teaching time should be available to all students regardless of their 

parent’s or guardian’s ability or willingness to help meet the cost. Provision is also made for the 

discretion to charge for optional activities wholly or mainly outside school hours, and the right to 



 

invite voluntary contributions for the benefit of the school or in support of any activity organised by 

the school whether during or outside school hours. 

The law also says that schools must have a remissions policy which must include the circumstances 

in which charges will be remitted in whole or in part (the parts of the policy to which the remittance 

regulations apply are marked thus **). 

Any charge must not exceed the cost of the activity. This means, in practice, the following: 

Day Visits 

Charges for day visits must be voluntary and parents must be made aware of that fact. No child 

should be omitted because of insufficient funds but it must be understood that these activities will 

not take place if insufficient voluntary contributions are forthcoming. Any charge made must not 

exceed the price of the activity. Any adult cost must be met by school funds. 

After School Clubs (taking place off site) 

These take place outside of school hours (lunchtime or after school) and are optional extras for 

which parents choose to allow their children to take part in, they must agree in advance to meet any 

charges. 

Residential Journeys (in school time) 

Charges may be made for transport and board and lodging on a voluntary basis (**). 

Out of School Time 

Parents may be charged for transport, board and lodging on residential visits as well as the full costs 

when a visit is deemed as an ‘optional extra’. An optional extra will fall mainly or wholly outside of 

school hours; is not part of the National Curriculum; not part of a syllabus towards a prescribed 

Public Examination and not in scope of the statutory requirements relating to a religious education. 

However, parents must agree to pay in advance (**). 

CONSENT 

General 

Parents should be given sufficient written information on the proposed visit in writing and are 

invited to briefing sessions. 

Parental Consent 

Headteachers or group leaders should seek consent from parents/carers for: 

 Non-routine visits 

 Adventurous/hazardous activities 

 Visits abroad 

 Residential visits 

 Remote supervision 

Consent forms are issued by the Media & Comms Officer and collated by the Director of Operations. 

Responsibility of the Group Leader/Visit Organiser 

 There should be a qualified First Aider on each educational visit 



 

 Arranging for collection of monies (see Appendix 2 – Methods of Payment and Cancellation 

Arrangements) 

 Ensuring information regarding visit (i.e., expected departure/arrival times, students’ names, 

staff names) are all in the Bulletin, notice board and a copy kept in Reception 

 If required, the first aid kit is collected from the school office and returned after the visit has 

been completed. If items have been used this must be reported to the school office 

 To complete a separate risk assessment on those students and adults with medical 

conditions and other special needs 

Risk Assessment 

A risk assessment must be completed and taken on every visit. A formal assessment of the risks that 

might be met in a visit will have the aim of preventing or reducing them. Safety must be the prime 

consideration. For template risk assessments please check the resources library on Evolve. 

Frequent visits to local venues such as swimming pools will not need a risk assessment every time. 

Nevertheless, it is essential not to become complacent and ensure that steps to minimise risks are 

being properly adhered to. A generic assessment of the risks of such visits should be made at regular 

intervals, and careful monitoring and an evaluation of the risk encountered must take place. 

The group leader and other supervisors must monitor the risks throughout the visit and take 

appropriate action, as necessary. 

Before booking a visit, the group leader must obtain written or documentary assurance that 

providers such as tour operators have themselves assessed the risks and have appropriate safety 

measures in place. 

The group leader should take the following factors into consideration when assessing the risks: 

 The type of visit/activity and the level at which it is being undertaken 

 The location, routes, and modes of transport 

 The competence, experience, and qualifications of supervisory staff 

 The ratios of teachers and other adults to students 

 The group members’ age, competence, fitness and temperament and the suitability of the 

activity 

 The quality and suitability of available equipment 

 Seasonal conditions, weather, and timing 

 Emergency procedures 

 Medical needs of students, staff, and other adults 

 Insurance arrangements and restrictions 

 How to cope when a student becomes unable or unwilling to continue 

 The need to monitor the risks throughout the visit and adjust the ongoing risk assessment as 

required 

Staff and others assisting with the visit must have a formal discussion prior to the visit to discuss the 

above. 

Information for Parents 

The following information on matters that might affect student health and safety must be given to 

parents: 



 

 Dates of the visit 

 Visit aims and objectives 

 Times of departure and return, parents must have agreed to meet their child on return, 

where appropriate, i.e., late return time 

 The location where the students will be collected and returned 

 Mode(s) of travel including the name of the travel company 

 The size of the group and the level of supervision including any times when remote 

supervision may take place 

 Details of accommodation with security and supervisory arrangements on site 

 Details of provision for special educational or medical needs 

 Procedure for students who become ill 

 Names of leader, or other staff and of other accompanying adults 

 Details of the activities planned and of how the assessed risks will be managed 

 Clothing and equipment to be taken 

 Amount of money to be taken 

 Insurance arrangements 

See Appendix 3 

The Rules of Governing a School Visit 

There must be: 

 Activities and tasks for students, i.e., worksheets in museums, and rules established  

 Controlled entry to coaches and other transport 

 The correct school uniform worn 

 Warning in bulletin and on staff notice board 

 Consult HOH’s on their views 

 Consult Appendix 4 for student/staff ratio 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

Appendix 1 

Application for Approval for Educational and Recreational Visits 

Form to be approved by LM prior to creating on Evolve for outline approval 

Staff Organiser 
 

 

Visit To 
 

 

Purpose 
 

 

Date(s) From and To 
 

  

Departure Time 
 

 

Return Time 
 

 

Year/Form Groups Concerned 
 

 

Travel Details (i.e., school minibus – maximum 
of 17 including 1 driver, coach etc.) 

 

Accompanying Staff/Adults 
 

 

Cover Implications for All Staff 
 

 

Voluntary Contributions (during school day) or 
Charges (outside of school day) 

 

Costs Venue (entry fees 
etc.) 

 
 

Travel  
 

Insurance*  
 

Accommodation  
 

Meals  
 

Contingency  
 

Others (please 
specify) 

 
 

Total Costs  
 

Number of Students  
 

Total Cost per Student  
 

*Insurance: School insurance is available for the trip in the UK and should be used unless it comes 

within your travel package. 



 

A copy of this completed form should be forwarded the HoD or SLT line manager for approval. 

Appendix 2 

Methods of Payment and Cancellation Arrangements 

 The application for school journeys/visits includes a section identifying income and 

expenditure for the visits 

 When form (Appendix 1) is approved by HoD/SLT line manager, the Evolve System form can 

be completed for outline approval by the Director of Operations 

 Letters to parents requesting payment for the trip are sent by the Media & Communications 

Officer. Note that the Director of Operations will need to be informed of any lunches etc. 

that need sorting so that arrangements can be made with school catering 

 Payment of services and supplies must be arranged, in advance, with the Director of 

Operations 

 The Director of Operations will need to be consulted in advance of the intended time and 

day that students will be making payment. This is usually before the start of school which 

ensures that students are not carrying money with them during the day 

 If a student is subsequently unable to attend the trip (e.g., due to ill health), authorisation to 

refund any monies must be given to the Director of Operations in writing 

 On completion of the trip, the Director of Operations prepares a financial income and 

expenditure account for each trip 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

Appendix 3 

Checklist of Information for Parents 

The amount of the information below parents require prior to obtaining consent will vary depending 

on the proposed educational trip. Information must be supplied to parents at an early stage in 

planning and be of realistic and fair presentation before parents become committed financially. 

 Dates 

 Time of departure and return 

 Method of travel, including name of travel company, if any 

 Destination with full address and telephone number 

 Emergency contact arrangements 

 Name, address, and telephone number of the home-based contact 

 Supervision arrangements 

 Name of leader and accompanying staff 

 Name and status (e.g., parent) of other accompanying adults who will exercise some 

responsibility during the visit 

 Purpose of visit and activities planned (any activity involving special risk must be clearly 

specified) 

 Cost: what it covers and does not cover 

 Methods of payment and cancellation arrangements. Advice on pocket money 

 Insurance 

 Clothing/footwear and other items to be taken. Prohibited items 

 Code of conduct; details relating to the standard of behaviour expected from the young 

people during the visit 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

Appendix 4 

Student/Staff Ratios 

For Day Visits in the UK: 

Number of Students Staff/Adults Accompanying 

1-30 2 

31-50 3 

51-70 4 

71-90 5 

91-110 6 
 

For Residential Visits in the UK: 

Number of Students Staff/Adults Accompanying 

1-15 2 

16-30 2 

31-45 3 

46-60 4 

61-75 5 

76-90 6 

91-105 7 

 

For Visits Abroad: 

Number of Students Staff/Adults Accompanying 

1-20 2 

21-30 3 

31-40 4 

41-50 5 

51-60 6 
 

 

 

 

 

 

 

 

 

 



 

 

Appendix 5 

TfL Free Travel for Schools 

SSA is registered with TfL for Travel for Schools, which means if booked far enough in advance, TfL 

can provide schools with free travel for the day(s) of the educational visits being planned. 

To do so, please include in the application under the Travel Details heading that TfL travel is 

required. 

Some more information on the scheme and what is covered is listed below: 

Free Travel Available On:  Bus 

 Tube 

 Tram 

 DLR 

 London Overground 

 TfL Rail 

 Most National Rail Services within Zones 1-6 

 National Rail Services outside London between 
Amersham and Moor Park 

Number of Trips per School: There is a maximum of 2 trips per child per term. Up to 90 
children can be included on each booking and 18 adults. If 
further adult tickets are required these will be subject to adult 
fare prices. 
 
(If the SEN department are organising a trip and require more 
than 10 adults, this can be arranged directly with TfL – please 
include on the application for this to be arranged). 

 

Journey times available: 

Service Journeys to start no earlier 
than 

Must begin the final leg of the 
journey by 

Buses and Trams 09:30 16:30 

Tube, DLR, London 
Overground, TfL Rail and 
National Rail 

09:50 where journey starts in 
Zones 1-2 
 
09:30 where journey starts in 
Zones 3-9 

16:30 

 

 

 

 

 

 



 

 

Appendix 6 

Flowchart of Planning an Educational Visit 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 


