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Educational Visits Guidance 
Booking an Educational Visit 
 
All visits must be approved well in advance by the EVC, overseen by the Headteacher. 
 

If you want to book an educational visit then the following steps need to be followed: 

 

1. Complete the template under ‘Signature’ labelled ‘Trips’ and email to Karen. The signature can be found on your 

email – Click new email - then on the menu at the top you will find ‘Signature’, click on this. From the drop down 

menu click ‘Trips’ and the form to complete will appear. Fill this in in full and email to Karen at 

ksmall@spps.org.uk 

 

 
 

2. Karen will find out all costing and availability and calculate a cost per pupil. I will then authorise the visit. If the 

cost is acceptable, Karen will book transport, the venue and carry out any other requirements. She will inform 

you of the cost per child and a breakdown to be detailed on the letter to parents, which you can then write and 

email to Tracey. Please have the letter checked by an AHT before you send it to Tracey (Please note: Letters are 

not sent out in paper form).  

 

3. All payments and consent are via ParentPay. There is a trip report speadsheet containing information about 

payment and consent which can be accessed in: staff: staff resources: trip: Class list 20 - 23. This document will 

be updated on a daily basis so you can see who has paid and given consent and which children need a reminder. 

Please remember children can not attend a trip without consent from a parent or carer. 

 

4. A pre-visit and risk assessments must be completed by at least the visit leader/s to identify any significant 

hazards, ensure appropriate control measures are put in place and to ensure educational aims are planned for. 

Where year groups visit the same site every year pre-visits need only to be undertaken every other year if the 

visit leader remains in the year group. 

 

5. There are a number of generic risk assessments which should be checked and amended if needed (not the 

original) and attached to the Evolve form e.g. Public Transport, Travelling to London. These can be found in: 

Staff; Educational Visits; Generic Risk Assessments.  All risk assessments must be shared and discussed with all 

members of staff prior to the visit. 

 

mailto:ksmall@spps.org.uk
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6. An ‘Educational Visits Approval Form’ must be completed, attached to the Evolve and must be printed and 

handed to the office. These can be found in: Staff; Educational Visits; Blank Forms. 

 

7. The teacher leading the visit must then complete EVOLVE online at least two weeks prior to the visit, attaching 

all relevant documents – see guidance below. All adult helper names must be detailed on all paperwork. The 

EVC in consultation with the HT retains the right to postpone or cancel the trip/visit if this form is not 

submitted in time. 

 

8. On the day of the visit all staff helpers (teaching and non-teaching) should be provided with a copy of all the 

Event Specific Risk Assessments and Generic Risk Assessments to read. Any parent helpers should also be 

provided with a copy of the Event Specific Risk Assessments and Generic Risk Assessments. Once they have read 

the information, they should sign the teachers original copy certifying that they have read and understood the 

risks identified and the control measures that have been put into place and that they understand their 

responsibility as a group supervisor in controlling these risks.    

 

 

 

 

 

 

 

 

 

 

Types of Risk Assessments 

 
Risk assessment is nothing more than a careful examination of what could cause harm to people, together with the 
identification of control measures in order to reduce the risks to a level deemed to be acceptable. 
 
There are three levels of risk assessment that need to be considered for all visits: 

▪ Generic risk assessments 
▪ Event Specific risk assessments 
▪ On-going risk assessments 

 
1. Generic risk assessments are completed for all visits that take place at South Park Primary School and are 

contained in this appendix. These include guidance that remains constant regardless of the nature of the visit 
and those who attend (for example transport risks for coach/car/public transport/walking). Generic risk 
assessments must be shared with those who are involved with the visit during the completion of the other 
documentation.  

 
2. Event Specific risk assessments consider any significant hazards or risks relating to a visit not covered through 

the Generic risk assessment, taking into account the activities, the group of children, transport and Plan B.  Any 
activities that may take place in the event of changed or changing conditions must also be risk assessed (Plan 
B). Significant implies those hazards that could result in serious harm or effect to people. The Event Specific Risk 
Assessment must be completed by the visit leader and shared with all staff attending the visit and recorded on 
the ESRA form.  

 
3. On-going risk assessments - when on a visit, risks should be monitored throughout and where appropriate 

activities should be modified or curtailed to suit any change in circumstances. On-going risk assessments 
should be recorded on the evaluation on EVOLVE immediately following the visit to ensure that any unforeseen 
risks and associated control measures can be considered beforehand in future years.  
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Staffing, Ratios and Supervision 
 

Please ensure all ratios are adhered to (please discuss with DHT or HT if you think these ratios should be different for a 

specific trip or group of children). Adult names must be obtained before submitting the Evolve form. If the adults 

change after it has been authorised, please ensure that you amend the approval form that is sent to the office. It does 

NOT need to be amended on Evolve.  

Please note: Staff who are assigned to support the special needs of an individual cannot be included in the overall 

staffing ratio. Their responsibility should not include the wider group. 

Particular consideration should be given to the additional implications that may arise if staff are to be 

accompanied by family members (or partners) on visits. 

Ratios: 

South Park Primary School policy outlines the following ratios when travelling by coach or on a local walk: 

▪ 1:3 for Nursery children 
▪ 1:5  for Reception children 
▪ 1:6  for Years 1-3 
▪ 1:8  for Years 4-6 

 

South Park Primary School policy outlines the following ratios when using public transport: 

▪ 1:1 for Nursery children 
▪ 1:2  for Reception children and Year 1 
▪ 1:4  for Years 2-3 
▪ 1:6  for Years 4-6 

 
Knox Field 

▪ If a single class intends visiting Knox field then the ratios shown above should be adhered to. 
 

▪ If multiple classes intend visiting Knox field the following guidelines and ratios must be adhered to: 
- YN, YR, Y1 and Y2 must adhere to the pupil: staff ratios shown above. 
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- Y3, Y4, Y5 and Y6 should ensure there are two adults per class and in addition one extra adult for the whole 
group to act as a marshal when crossing roads alongside the class teachers.  

 
Year 5 Swimming – Ratio 1:15 

▪ When Year 5 and Year 3 classes go to the swimming pool each class should ensure there are 2 adults per class 
to accompany. It has been good practice in the past to set up a rota system with parent helpers to facilitate this. 

 
KS2 Carol Service – All Saints Church 

▪ Y3, Y4, Y5 and Y6 should ensure there are two adults per class and in addition one extra adult for the whole year 
group to act as a marshal when crossing roads alongside the class teachers. 

▪ If available, in addition police/community police officers will act as marshals at either end of the route (in Water 
Lane and on Goodmayes Lane). 

 

Professional judgement must be used when deciding the appropriate level and suitability of staffing for a visit. The above 

ratios indicate the maximum number of pupils per adult but each visit should be assessed according to the location, the 

activities, the needs of the pupils and the experience and competence of staff and parent helpers, to help decide if more 

adults are needed. 

 

If a parent/carer needs to attend due to a medical need/ EHCP, they will be solely responsible for their child and will not 
be responsible for a group.  

 

 

 

 

 
 

Important information 

 

The following procedures should be followed for all visits: 
 
Visit planning and risk assessments 

▪ A thorough risk assessment must be completed before the visit takes place, along with the educational visit 
approval form, naming those involved. 

 
▪ EVOLVE must be completed at least two weeks in advance of the trip with all documentation uploaded. 

 
▪ Staffing ratios must be carefully planned in line with guidance in this policy. 

 
▪ All risk assessments must be amended from the previous year, taking account of the risks and control measures 

needed for the current cohort / individuals in the cohort. 

 

▪ All vulnerable children, children with EHCPs or children with specific needs must be named individually on the 

risk assessment, detailing all significant risks and control measures including the name of an additional adult 

where appropriate. Additional adults should be sourced well in advanced. 

 

▪ Generic risk assessments must be added as an attachment, if relevant and again amended (not the original) 

taking account of the risks and control measures needed for the current cohort / individuals in the cohort. 

 

▪ On-going risk assessment to be performed throughout the visit, with particular reference to changes in weather 
conditions. 
 

▪ Evaluations must be completed on EVOLVE following the visit, detailing how educationally worthwhile the trip 
was and whether it should go ahead next year. Information regarding any on-going risk assessments that took 
place should also be detailed to ensure that any unforeseen risks and associated control measures can be 
considered beforehand in future years.  



7 

 

 
▪ It is the visit leader’s responsibility to ensure the Evolve has been authorised prior to the visit. 
 
▪ Permission must be obtained from all parents/carers prior to the visit.   

 
▪ NQTs must be accompanied by the most senior member of staff in the year group. 

 
Safeguarding 

▪ The visit leader(s) will instruct the pupils of the rules and regulations relating to the trip, and where necessary 
will also issue written guidance for pupils and their parents.  

 
▪ The pupils must be counted before setting off and counting must be ongoing at regular intervals throughout the 

trip.  No transport must ever depart without two members of staff both independently counting and agreeing 
that all pupils are accounted for. 

 
▪ Where possible all groups and classes should stay together during a trip. For example: at a museum groups 

should move from one exhibition to another at the same time; the same route should be taken by all classes 
when walking to and from a venue or the station as the best/safest route should have been decided upon prior 
to the visit. Alternative routes should have been considered by the visit leader and communicated to group 
leaders. 

 
▪ Meeting points must be pre-designated and times arranged when all the party should assemble if they have pre-

planned to separate during the visit. These must be strictly adhered to.     
 

▪ Appropriate arrangements should be made for the dismissal of pupils at the end of the visit and this should be 
communicated to all adult helpers. All groups/children should return to the school grounds before being 
dismissed unless this is prearranged.  

 
First Aid 

▪ For all visits there should be a responsible adult with a good working knowledge of first aid appropriate to 

the environment. The nature of the visit may indicate that a higher level qualification is appropriate, 
especially in circumstances where it is likely that access by the emergency services may be delayed. Based 
on the nature of the particular visit, the EVC (or visit leader) should make a professional judgement regarding 
the level of first aid required.  

 
▪ A suitable first aid kit must be taken on all off-site visits.  

 
▪ All asthma pumps, two Epipens and a copy of all care plans must be taken on all off-site visits where required. 

 
▪ For EYFS outings, there must always be at least one member of staff present who holds a current Paediatric First 

Aid certificate. 
 
Emergency procedures 

▪ All staff should be provided with a list of pupils/groups involved in the visit and emergency contact details if out 
of school hours. 

 
▪ All staff groups leaders should hold the Emergency Card (laminated yellow sheet), detailing emergency 

procedures and contact details. 
 
Transport 

▪ On coaches/minibuses, all seats must have safety harnesses or equivalent. The maximum seat capacity of the 
vehicle must not be exceeded.  
 

▪ When travelling by public transport, all children should wear Hi-Vis Vests. 
 

▪ When travelling by public transport, children must remain seated where possible or hold a handrail and must 
stay within sight of their group leader. 
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Emergency Procedures 
 
In the case of an emergency during a visit, the following action must take place: 
 

▪ In the event of a significant incident or accident that does not involve serious injury or fatality and/or is not 
likely to attract media attention, the visit leader should seek advice from the school emergency contact(s).  This 
should normally be a member of staff on the Leadership Team of the school and in the case of out of hours, the 
designated person should be contacted (Numbers detailed on Emergency Card). Parents should only be 
contacted via the school. 
 

▪ In the event of an incident that does involve serious injury or fatality and/or is likely to attract media attention, 
the visit leader should follow the protocol detailed on Emergency Card (Visit Leader) and telephone Redbridge 
Emergency Contact Number – 0208 554 5000 

 
▪ Emergency Card (Home Contacts) must remain with the school emergency contact(s) at all times.  The School 

Emergency Contact(s) should have all visit information, including itinerary, venue details, names, medical 
information and emergency contact details for all participants including staff. If contacted by visit leader or other 
member of staff the School Emergency Contact(s) should follow the protocol.  Emergency card must be kept in 
the school Reception Office. 
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Emergency Card (Visit Leader) 
 

This ‘card’ must remain with the Visit Leader at all times on a visit 
 

In the event of a significant incident or accident that does not involve serious injury or fatality, and/or is not 
likely to attract media attention, the Visit Leader should seek advice from their establishment emergency contact(s). 
This should normally include a member Senior Management of the establishment. 
 
 

In the event of an incident that does involve serious injury or fatality, and/or is likely to attract media attention, 
the Visit Leader should adopt the following protocol: 
 

1. Assess the situation; 
2. Safeguard uninjured members of the group (including self); 
3. Attend to any casualties; 

4. Call emergency services, if appropriate - 999 or appropriate local number if abroad 

5. Contact the LA Emergency Contact Number and request the help of the Duty Emergency Planning Officer 
 

 

London Borough of Redbridge Emergency Contact:   
0208 554 5000 

Ask for the Duty Emergency Planning Officer. 
 

Be prepared to give: Your name and Establishment/Group 

 Phone number & back up phone numbers 
 Exact Location 
 Nature of Incident 
 Number in the Group 

 
You will be called back within 30 minutes so try not to make outgoing calls until contact is 
made. You will be given advice and asked what the LA can do to support you. 
 
 
Then: 

• Contact your establishment, EVC or Home Contact (see below) and seek further advice. If you are unable to do 
this, the LA will contact your establishment on your behalf. 

• If practicable, delegate party leadership to the Deputy Leader, in order that you can be contactable at all times, 
and to enable you to coordinate all necessary actions; 

• You will be provided with a dedicated number to refer all press, media, parental, or other enquiries to the LA 
and for continuing contact with the LA during the incident. 
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• Wherever possible, prevent group members from using telephones or mobiles, or going on-line until such time 
as this has been agreed by the LA;  

• Do not allow any member of the group to discuss liability with any other party. 
When the incident is under control: 

• Seek further and full details of the incident, how and why it happened so far as can be established at this stage; 

• Maintain a detailed written log of all actions taken and conversations held, together with a timescale – It may be 
appropriate to ask someone else to do this; 

• Contact the British Consulate / Embassy if abroad. 
 

Name Home Mobile 

Establishment – South Park Primary 
School 

0208 590 1496 
0208 599 1208 

 
HT -07884 112 193 
DHT - 07920145771 
SBM – 07956 895 748 
 

LB Redbridge Emergency Call Centre  
(for initial contact during an emergency only) 

0208 554 5000 - 

 
 
 
 

Emergency Card (Home Contacts) 
For visits that take place outside normal establishment hours. 
 

This ‘card’ or equivalent must remain with the establishment emergency contact(s) at 
all times, if access to EVOLVE is not possible. 
 

The establishment’s Emergency Home Contact(s) should have all visit information, including itinerary, 
venue details, names, medical information and emergency contact details for all participants including 
staff. 

 

In the event of being contacted by the Visit Leader (or other member of staff involved in a visit), you should: 
 

• Confirm the phone number at which the caller can be contacted back on; 

• Note their location; 

• Determine the nature of the emergency; 

• Determine the type of help required. 
 

If the incident does not involve serious injury or fatality, and/or is not likely to attract media attention:  
 

• Provide the required assistance if possible; 

• Seek further advice or pass on details to other establishment contacts who may be able to assist. 
 

If the incident does involve serious injury or fatality, and/or is likely to attract media attention:  
 

• Inform the Visit Leader that someone will phone him/her back within 30 minutes; 
 

It is the responsibility of the Visit Leader to contact the LA Emergency Contact Number. However, 
circumstances may prevent this. If you are not 100% positive that the LA has been contacted, please 
contact London Borough of Redbridge 0208 554 5000 and state that you require immediate assistance 
from Duty Emergency Planning Officer.  Give brief details of the incident. 

 

• Your details will be taken and you will be phoned back within 30 minutes; 

• You should also contact the Head of Establishment (if this is not you);  

• A Response Team will be brought into action to support the party, the establishment, and the parents. Teams of 
senior officers are briefed for this role and will provide continuous support from the moment the emergency occurs. 
The team would operate from the Emergency Control Centre and the Head of Establishment or a senior member 
of staff may be asked to join the team immediately;  

• The Head of Establishment should consider the appropriate time to contact the parents of the participants involved 
on the visit. Advice and support can be sought from the LA in dealing with this. 

• The Response Team will form a continuous link with the affected group, and depending on the level of emergency 
will send a senior officer to the incident location. The Response Team will direct all actions; provide links with the 
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media, rescue agencies, tour operators, insurance companies, etc. As appropriate the Response Team would 
arrange for the return of the party or arrange other transport where required; 

• You will be provided with a dedicated number to refer all press, media, parental, or other enquiries to the LA and 
for continuing contact with the LA during the incident. 

• The LA will give accurate and periodic information through press releases, will arrange interviews, and will attempt 
to reduce media pressure from the incident, establishment, and parents. If appropriate, support and counselling 
will be arranged for families, participants and staff. 
 

 

Name Home Mobile 

Head of Establishment – Debbie Keigwin 01375 892091 07884 112 193 

Deputy Head of Establishment – Vanessa Lines 01708 509107 07920 145771 

LB Redbridge Emergency Call Centre  
(for initial contact during an emergency only) 

0208 554 5000 - 

   

Chair of Governing Body (optional) - - 

Other/EVC – Parul Gadhvi 0208 598 2279 07956 895748 
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Guidance for completing EVOLVE 

 

- Either enter the link below or type ‘Redbridge Evolve’ into the google search and click on London Borough of 

Redbridge – EVOLVE. 

https://evolve.edufocus.co.uk/evco10/evchome_public.asp?domain=redbridgevisits.org.uk 

 

- Enter your username and password and press the blue arrow key 

 

 
- Click the tab ‘Add’ to add a new visit 

 

 
 

Visit Name 

- Enter the Visit Name e.g. Tower of London; South Park Local Walk; PGL 2020 etc. 

- Click Continue  

 

https://evolve.edufocus.co.uk/evco10/evchome_public.asp?domain=redbridgevisits.org.uk
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Type 

- The answers to the five questions are ‘No’ apart from the Year 6 residential which are ‘Yes’ to question 3 and 4 

Is this a Residential visit/activity? 

Will this event include an Adventurous Activity led by an External Provider or LBR Centre? 

- Click Continue 

 
Purpose 

- Select the Primary Purpose from the drop down menu e.g. History; Science etc. (this must be competed) 

- Select the Secondary Purposes from the drop down menu e.g. Personal, Social, Emotional Development; 

Personal development/Teamwork/Leadership etc. (this is optional but if there is a secondary purpose please 

complete this section) 

- Click in the box under ‘Intended Outcomes’ numbered 1. and type your intended outcome for the trip e.g. To 

learn more about Life in Tudor Times; To further develop our understanding of Victorian Britain etc. You must 

include at least one intended outcome up to a maximum of four. Boxes 2 – 3 will appear when you click in the 

box above. Other intended outcomes could include: To travel by public transport; To sketch real life scenes; To 

develop teamwork; To have fun!  

- Click Continue 
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Dates 

- To select the dates of your visit click on the blue square with the white plus symbol and a calendar will appear. 

Click next to move to the month required, select the date and click close. The date will appear in the box 

- If you want to add multiple dates, for example swimming on a weekly basis, repeat the step above for as many 

dates required and they will appear in a list 

- Click Continue 
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Venues / External Providers 

- Begin to type the name of the venue e.g. Ragged School Museum; Science Museum; St Paul’s Cathedral etc. in 

the box under the title ‘Venue / External Providers’ 

- As you type, suggestions will appear. When the venue appears, click select and answer the question regarding 

External Provider or Venue only. The information in the yellow box explains the difference 

- Click Add 

- The Venue / External Provider will appear 

- Click Continue 

  

Travel Arrangements 

- Select the travel arrangements e.g. walk, bus, underground; Hired Coach/Minibus with Driver 

- Click Continue 
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Staffing 

- The ‘Leader Name’ will automatically be filled in with the name of the person logged into Evolve. It can be 

changed by clicking on the drop down menu and selecting the name of the lead member of staff. 

- Enter the ‘Leader Contact Number’. This must be completed 

 

 
 

- To enter the ‘Intended Accompanying Staff (Employees)’ click on the orange square with a pencil symbol and a 

staff list will appear. Select the staff members attending the visit. Scroll to the bottom of the list and click 

continue 

 

 
 

- The names and the number of staff you have selected will appear in the box. You do not need to select the 

‘Leader Name’ in this section 
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- The same process is followed for ‘Other Accompanying Adults (Volunteers). Click on the orange square with a 

pencil symbol and a list of volunteer names will appear. This must be a named volunteer NOT just parent 1, 

parent 2 etc. If you need to add a volunteer’s name, click on the blue square with the white plus symbol and 

complete the details in the ‘Add Accompanying Adult to system’ box  

 

 
 

- Once completed click continue and the volunteer’s name will appear in the list for you to select.  Select the 

volunteer’s name attending the visit. Scroll to the bottom of the list and click continue 

- The names and the number of volunteers you have selected will appear in the box 

- Click Continue 
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Intended Attendees 

- Highlight the ‘Attendee Age Range’, type the number of males and females (this is the number of pupils) and 

the total will automatically appear 

- You do NOT need to attach a register 

- Click Continue 

 

 
 

Event Specific Notes 

- Click continue. Documents will be attached on the next section 
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Attachments 

- The following documents must be attached: 

▪ Event Specific Risk Assessment carried out by the lead member of staff 

▪ Any generic risk assessments – e.g. Public transport, Travelling to London etc. These can be found in Staff: 

Educational Visits: Generic Risk Assessments 

▪ Any risk assessments sent by the venue 

▪ Educational visits approval form. These can be found in Staff: Educational Visits: Blank Form 

▪ Letters to parents 

 

▪ To attach a document, click on the blue square with the white plus symbol and an ‘Upload Attachment’ 

box will appear 

 
 

▪ Select the type from the drop down menu: Events Specific Notes (these are the risk assessments); Letter/s 

to parents; Itinerary / programme (this may be given by the venue); Other 

▪ Give the document a name e.g. Travelling to London; Public Transport; Approval Form; Letter 1 etc. 

▪ Click on ‘choose file’, search and select the document and click ‘Open’ 

▪ Click continue and the document will download and will appear in the area previously selected (blue 

square with the white plus symbol) 

▪ Click continue and the form will be submitted for approval 
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Once the form has been submitted, I will be informed by email and will check the form and all documentation. If any 

amendments are needed, I will add a note to the Evolve form and you will be notified by email. Please amend ASAP 

and resubmit. Once I have approved the visit, it will be sent to Debbie for her authorisation.   

 

Evaluation 

- Following all educational visits, the visit must be evaluated on EVOLVE 

▪ Log into your EVOLVE account 

▪ Select the yellow ‘Evaluate’ tab at the top and the ‘Evaluate’ tab underneath 

 

 
 

▪ Find your visit and click on the orange square with the pencil and an ‘Evaluate Visit’ box will appear 

 

 
 

▪ Select the picture of a face that best describes how well the intended outcomes were met and write a 

comment in the box next it 

▪ In the ‘Other Comments’ box please detail any information that is relevant to someone planning the visit 

next year including how educationally worthwhile the trip was and whether it should go ahead next year. 
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Information regarding any on-going risk assessments that took place should also be detailed to ensure 

that any unforeseen risks and associated control measures can be considered beforehand in future years  

▪ Select ‘Yes’ to ‘Lock Evaluation’ and ‘No’ to ‘Add Note/notify a user’ unless you feel someone needs to be 

notified and they select ‘Yes’ 

▪ Click Continue 

▪ The evaluation can be viewed for future visit planning if the form is selected by clicking on the purple 

square with the eye 
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South Park Primary School 

Generic Risk Assessment 
 

Generic Risk Assessment for: Risk assessment carried out by Date 

Coach Travel V. Lines September 2022 

 

 

Significant Risks 

List significant hazards that may result in serious harm 

or effect to people. 

Consider venue, activity, pupils, transport and Plan B 

 

Control Measures 

(How to manage the risks) 

What procedures will we have?  

 

 

Who to inform 
 

Staff     Parents    Pupils 

Children being involved in a road accident 

while travelling on coach  

 

 

Children must wear seatbelts at all times. 

Children must remain seated whilst the coach is 

moving and only remove seatbelt when instructed by 

a member of staff. 

✓ ✓ ✓ 

Children being left at the location that has been 

visited 

 

The teacher in charge of class must count children on 

the coach. 

Coach must not depart until two members of staff 

have independently counted all children and they 

have agreed that all pupils are accounted for 

✓ ✓ ✓ 

Children being in proximity to moving traffic in 

coach park   

 

 

Disembark coach and assemble in safe area, 

separate into groups, adult pupil ratio appropriate for 

year group 

Proceed to destination using designated walkways 

where available. 

✓ ✓ ✓ 
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South Park Primary School 
 

Generic Risk Assessment 
 
 

Generic Risk Assessment for: Risk assessment carried out by Date 

Public Transport  V Lines  September 2022 

 

 

Significant Risks 
List significant hazards that may result in serious harm 

or effect to people. 
Consider venue, activity, pupils, transport and Plan B. 

 

 

Control Measures 

(How to manage the risks) 
What procedures will we have? 

  

 
 

Who to inform 
 
Staff     Parents    Pupils 

Children falling under a train / on tracks 
 
 

Adult, pupil ratio according to school policy 
guidelines. 
Advise children to remain a safe distance from the 
edge of the platform whilst awaiting the trains. 
Children to always walk, not run, on and off trains 
and along the platform away from the trackside. 
 

✓ ✓ ✓ 

Children being left on a train 
 
 

One adult should be placed at the front of the group 
and one at the back of the group to ensure all 
children are together. 
Advise children that if they get left on the train they 
should to get off the train at the next station and 
remain on the platform.  A member of staff (from the 
group) should travel on next train to collect child/ren 
and then return to previous station to meet up with 
the rest of the group. 
Other adult to remain with main group and wait on 
the platform or at an agreed meeting point in the 
station. 
If available request station staff to telephone the next 
station to secure the child/ren on the train until the 
member of staff arrives. 

✓ ✓ ✓ 
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Children being left at a station (platform) 
 
 

One adult should be placed at the front of the group 
and one at the back of the group to ensure all 
children are together. 
Advise children to remain on the platform (away from 
the edge).  Rest of the group get off the train at the 
next station and travel back to collect child/ren. 
 

✓ ✓ ✓ 

Children falling down escalators / stairs in the 
stations 

Advise children to walk at all times on stairs and 
escalators and where possible hold a handrail. 
 

✓ ✓ ✓ 

Bomb alert on the underground 
 
 

Follow instructions from police or London 
underground staff 
As soon as possible staff to contact main group 
leader, who in turn contacts the nominated 
coordinator at school. 
All group leaders to be issued with list of mobile 
numbers for other group leaders and school. 
 

✓ ✓ ✓ 

Accidents when using other means of transport 
e.g. bus 
 
 

One adult should be placed at the front of the group 
and one at the back of the group to ensure all 
children are together. 
Where possible children and adults should sit when 
travelling on a bus or hold onto hand rails. 
Groups are not allowed to use any means of 
transport on the water. 
 

✓ ✓ ✓ 

Children being approached by a stranger 
 

Advise children of the importance of remaining with 
group / class and not to talk to any strangers. 
If approached by a stranger, children must tell a 
member of staff or parent helper immediately. 

✓ ✓ ✓ 

 

 

 

 

 



26 

 

South Park Primary School 

Generic Risk Assessment 
 

Generic Risk Assessment for: Risk assessment carried out by Date 

Private Car Travel V. Lines September 2022 

 

 

Significant Risks 
List significant hazards that may result in serious harm 

or effect to people. 

Consider venue, activity, pupils, transport and Plan B. 

 

 

Control Measures 

(How to manage the risks) 

What procedures will we have? 

  

 

 

Who to inform 
 

Staff     Parents    Pupils 

Children being involved in a road accident 

while travelling in a private car (Member of 

staff or parent)  

 

 

Children must wear seatbelts at all times. 

Children must remain seated whilst the car is moving 

and only remove seatbelt when instructed by a 

member of staff. 

Booster seats must be used if the child meets 

regulations required to use a booster seat. 

 

✓ ✓ ✓ 

Children being left at the location that has been 

visited 

 

Car must not depart until all children have been 

counted and all pupils are accounted for. 

 
✓ ✓ ✓ 

Children being in proximity to moving traffic in 

car park   

 

 

Children to get out of the car when instructed by 

member of staff or parent helper and directed to a 

safe assembly point. 

Proceed to destination using designated walkways 

where available. 

✓ ✓ ✓ 
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South Park Primary School 

Generic Risk Assessment 
 

Generic Risk Assessment for: Risk assessment carried out by Date 

Travelling to London  V. Lines  September 2022 

 

 

Significant Risks 

List significant hazards that may result in serious harm 

or effect to people. 

Consider venue, activity, pupils, transport and Plan B. 

 

Control Measures 

(How to manage the risks) 

What procedures will we have?  

 

 

Who to inform 
 

Staff     Parents    Pupils 

Terrorist attack 

 

Increase supervision ratios from normal 

arrangements 

 

Stay alert to local and national news before and 

during the visit 

 

Assess the needs of pupils with special educational 

needs or disabilities and their ability to react and 

respond to dynamic situations 

 

Research the venue/s to avoid occasions when large 

crowds are likely or political demonstrations are 

planned in the area 

 

Provide all participants with a printed emergency 

contact card with the school's telephone number on it 

 

Be additionally vigilant in crowded places such as 

shopping malls, travel hubs and stadiums 

 

✓ ✓  
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Change either the date or visit location to a time or 

location that carries less risk 

 

Check the current threat levels in the terrorism and 

national emergencies area on the GOV.UK website, 

and on the MI5 website. 

 

Contract a representative from Transport for London 

(TfL) for information and advice about using the 

Underground and other London rail services with pupils 

(TfL travel information: 0343 222 1234) 

 

Procedures to be followed during an attack Attempt to keep everyone together whilst moving 

away as quickly as possible. Keeping together may 

be difficult and is ultimately less important than speed 

of action and staying safe. 

 

Staying low and even better, moving away whilst 

behind solid objects such as concrete barriers or 

buildings (as opposed to just parked cars) will provide 

good protection  

 

Using public transport following a security incident 

may not be the best option as some terrorist 

organisations plan secondary attacks that specifically 

target transport hubs 

 

The group leader should notify the school as soon as 

practicable, noting the known whereabouts of all 

members 

 

Establish a crisis team at the school that can become 

a communication focal point and receiving area for 

next of kin and pupils upon return in schools 

 

✓ ✓  
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Arrange the group’s return transport when the 

situation is sufficiently secure to do so. Parents 

should collect their children from school rather than 

travel to the incident location 

 

Consideration should be given to arranging proactive 

trauma counselling for students and staff after such 

an event 
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South Park Primary School 
 

Generic Risk Assessment 
 

Generic Risk Assessment for: Risk assessment carried out by Date 

Year 5 Swimming  V. Lines September 2022 

 
 

 

Significant Risks 
List significant hazards that may result in serious harm 

or effect to people. 
Consider venue, activity, pupils, transport and Plan B. 

 

 

Control Measures 

(How to manage the risks) 
What procedures will we have? 

  

 
 

Who to inform 
 
Staff     Parents    Pupils 

Children being in proximity to moving traffic in 
the car park   
 

Adult, pupil ratio according to school policy 
guidelines. 
Disembark coach and assemble in safe area. 
Proceed to destination using designated walkways 
where available. 
Children to be advised to walk away from the road / 
curb.   
Teachers to be vigilant when walking through the car 
park and advise children where to walk and of any 
hazards. 
 

✓ ✓ ✓ 

Trips, slips and falls 
 
 

Children to wear suitable footwear.  
Children to be advised by group leader of any 
significant hazards arising from access, steps etc. 
during the course of the walk (to be assessed by 
group leader.) 
Children to walk at all times. 
First aid kit carried by class teachers. 
 

✓ ✓ ✓ 

Children being approached by a stranger 
 

Advise children of the importance of remaining with 
group / class and not to talk to any strangers. 

✓ ✓ ✓ 



31 

 

If approached by a stranger, children must tell a 
member of staff or parent helper immediately. 
  

Slipping on wet / slippery floors at swimming 
pool 
 
 

Children briefed about hazard of wet / slippery floors. 
Children to walk at all times. ✓ ✓ ✓ 

Children drowning 
 

Children taught by a qualified swimming instructor. 
Qualified lifeguard employed by the swimming pool. 
 

✓ ✓ ✓ 

Medical conditions – allergies, asthma etc. 
 
 

Staff aware of any medical conditions of children in 
their group. 
Inhalers to be taken on trip and to be carried by the 
child (Year 5) 
Any other medication to be carried by group leader. 
 

✓ ✓ ✓ 

Medical emergency 
 

Contact emergency services as necessary. 
Contact school to advise them of the situation. 
School to contact parents / carers 
 

✓ ✓  
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South Park Primary School 
 

Generic Risk Assessment 
 

Generic Risk Assessment for: Risk assessment carried out by Date 

Walking in the Local Area V. Lines September 2022 

 

 

Significant Risks 
List significant hazards that may result in serious harm 

or effect to people. 
Consider venue, activity, pupils, transport and Plan B. 

 

 

Control Measures 

(How to manage the risks) 
What procedures will we have? 

  

 
 

Who to inform 
 
Staff     Parents    Pupils 

Trips, slips and falls 
 
 

Children to wear suitable footwear.  
Children to be advised by group leader of any 
significant hazards arising from access, steps etc. 
during the course of the walk (to be assessed by 
group leader.) 
Children to walk at all times when on the public 
highway. 
First aid kit carried by class teachers. 
 

✓ ✓ ✓ 

Children being involved in a road accident 
 
 
 

Adult, pupil ratio according to school policy 
guidelines. 
Where possible cross at a zebra crossing, traffic 
lights, crossing island. 
Member of staff to stand in the middle of the road to 
supervise crossing.  For children in the nursery, they 
must hold an adults hand at all times. 

✓ ✓ ✓ 

Children being approached by a stranger 
 

Advise children of the importance of remaining with 
group / class and not to talk to any strangers. 
If approached by a stranger, children must tell a 
member of staff or parent helper immediately. 

✓ ✓ ✓ 

Children being frightened by other peoples 
dogs 

 

Adult, pupil ratio according to school policy 
guidelines. ✓ ✓ ✓ 
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 Adult leading group to assess situation and take 
necessary actions (cross road or ask dog owner to 
cross over) 
 

Medical conditions – allergies, asthma etc. 
 
 

Staff aware of any medical conditions of children in 
their group. 
Inhalers to be taken on trip and to be carried by 
group leader (Nursery – Year 4) or by the child (Year 
5 – 6) 
Any other medication to be carried by group leader. 
 

✓ ✓ ✓ 

Medical emergency 
 

Contact emergency services as necessary. 
Contact school to advise them of the situation. 
School to contact parents / carers 
 

✓ ✓  
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South Park Primary School 
 

Generic Risk Assessment 
 
 

Generic Risk Assessment for: Risk assessment carried out by Date 

Walking to Knox Field V. Lines September 2022 

 
 

 

Significant Risks 
List significant hazards that may result in serious harm 

or effect to people. 
Consider venue, activity, pupils, transport and Plan B. 

 

 

Control Measures 

(How to manage the risks) 
What procedures will we have? 

  

 
 

Who to inform 
 
Staff     Parents    Pupils 

Trips, slips and falls 
 
 

Children to wear suitable footwear.  
Children to be advised by group leader of any 
significant hazards arising from access, steps etc. 
during the course of the walk (to be assessed by 
group leader.) 
Children to walk at all times when on the public 
highway. 
First aid kit carried by class teachers. 
 

✓ ✓ ✓ 

Children being involved in a road accident 
 
 
 

Adult, pupil ratio according to school policy 
guidelines. 
Where possible cross at a zebra crossing, traffic 
lights, crossing island. 
Member of staff to stand in the middle of the road to 
supervise crossing.  For children in the nursery, they 
must hold an adults hand at all times. 
 

✓ ✓ ✓ 

Children being approached by a stranger 
 

Advise children of the importance of remaining with 
group / class and not to talk to any strangers. 
If approached by a stranger, children must tell a 
member of staff or parent helper immediately. 

✓ ✓ ✓ 
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Children being frightened by other peoples 
dogs 

 
 

Adult, pupil ratio according to school policy 
guidelines. 
Adult leading group to assess situation and take 
necessary actions (cross road or ask dog owner to 
cross over) 
 

✓ ✓ ✓ 

Medical conditions – allergies, asthma etc. 
 
 

Staff aware of any medical conditions of children in 
their group. 
Inhalers to be taken on trip and to be carried by 
group leader (Nursery – Year 4) or by the child (Year 
5 – 6) 
Any other medication to be carried by group leader. 
 

✓ ✓ ✓ 

Medical emergency 
 

Contact emergency services as necessary. 
Contact school to advise them of the situation. 
School to contact parents / carers 
 

✓ ✓  
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South Park Primary School 
 

Generic Risk Assessment 
 

Generic Risk Assessment for: Risk assessment carried out by Date 

KS2 Carol Service –  
All saints Church 

V. Lines September 2022 

 

 

Significant Risks 
List significant hazards that may result in serious harm 

or effect to people. 
Consider venue, activity, pupils, transport and Plan B. 

 

 

Control Measures 

(How to manage the risks) 
What procedures will we have? 

  

 
 

Who to inform 
 
Staff     Parents    Pupils 

Terrorist attack 
 

Stay alert to local and national news before and 
during the visit 
Assess the needs of pupils with special educational 
needs or disabilities and their ability to react and 
respond to dynamic situations 
Research the venue/s to avoid occasions when large 
crowds are likely 
Change either the date or visit location to a time or 
location that carries less risk if necessary 
 

✓   

Trips, slips and falls 
 
 

Children to wear suitable footwear.  
Children to be advised by group leader of any 
significant hazards arising from access, steps etc. 
during the course of the walk (to be assessed by 
group leader.) 
Children to walk at all times when on the public 
highway. 
 

✓ ✓ ✓ 

Children being involved in a road accident 
 
 
 

Adult, pupil ratio according to school policy 
guidelines. 
Where possible cross at a zebra crossing, traffic 
lights, crossing island with assistance from police / 

✓ ✓ ✓ 
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community police officers / or staff members on 
Water Lane and at Goodmayes Lane. 
Member of staff to stand in the middle of the road to 
supervise crossing. 
Children to be advised to walk away from the road / 
curb.  
  

Children being approached by a stranger 
 

Advise children of the importance of remaining with 
group / class and not to talk to any strangers. 
If approached by a stranger, children must tell a 
member of staff or parent helper immediately. 
 

✓ ✓ ✓ 

Children being frightened by other peoples 
dogs 

 
 

Adult, pupil ratio according to school policy 
guidelines. 
Adult leading group to assess situation and take 
necessary actions (e.g. ask dog owner to cross over) 
 

✓ ✓ ✓ 

Medical conditions – allergies, asthma etc. 
 
 

Staff aware of any medical conditions of children in 
their group. 
Inhalers to be taken on trip and to be carried by the 
child (Year 3 – 6) 
Any other medication to be carried by group leader. 
 

✓ ✓ ✓ 

Medical emergency 
 

Contact emergency services as necessary. 
Contact school to advise them of the situation. 
School to contact parents / carers 
 

✓ ✓  
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South Park Primary School 
Educational Visits Approval Form - Nursery 

 

Site to be visited  

Address and 

telephone number 

 

Name of visit 

leader(s) 

 

Contact mobile 

telephone numbers 

of staff 

 

Dates of visit  

Classes involved 

 

Nursery am Nursery pm 

Teachers and 

support assistant 

helpers 

  

Parent helpers   

 

Additional 

information 

 

Means of 

transport 

Total numbers 

of pupils: 

Adult – pupil 

ratio 
(See policy for 

recommended 

ratios) 

Timings of visit 

   Depart school: 

Return to 

school: 

Educational aims 

of the visit 

 

 

 
Please ensure that this form is completed in accordance with and with reference to the SPPS Educational Visits Policy 
and attached appendices. 
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South Park Primary School 
Educational Visits Approval Form – Reception, Year 1 and 2 

 

Site to be visited  

Address and 

telephone number 

 

Name of visit 

leader(s) 

 

Contact mobile 

telephone numbers 

of staff 

 

Dates of visit  

Classes involved Class:  Class:  Class:  

Teachers and 

support assistant 

helpers 

   

Parent helpers    

 

Additional 

information 

 

Means of 

transport 

Total numbers 

of pupils 

Adult – pupil 

ratio 
(See policy for 

recommended 

ratios) 

Timings of visit: 

 

 

 
 

Depart school: 

Return to 

school: 

Educational aims 

of the visit 

 

 

 

 
Please ensure that this form is completed in accordance with and with reference to the SPPS Educational Visits Policy 
and attached appendices. 
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South Park Primary School 
Educational Visits Approval Form – Years 6 

 

Site to be visited  

Address and 

telephone number 

 

Name of visit 

leader(s) 

 

Contact mobile 

telephone numbers 

of staff 

 

Dates of visit  

Classes involved Class:  Class:  Class:  Class: 

Teachers and 

support assistant 

helpers 

    

Parent helpers     

 

Additional 

information 

 

Means of 

transport 

Total numbers 

of pupils 

Adult – pupil 

ratio 
(See policy for 

recommended 

ratios) 

Timings of visit: 

 

 

 
 

Depart school: 

Return to 

school: 

Educational aims 

of the visit 

 

 

 

 
Please ensure that this form is completed in accordance with and with reference to the SPPS Educational Visits Policy 
and attached appendices. 
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South Park Primary School 
Educational Visits Approval Form –Year 3, 4 and 5 

 

Site to be visited  

Address and 

telephone number 

 

Name of visit 

leader(s) 

 

Contact mobile 

telephone numbers 

of staff 

 

Dates of visit  

Classes involved Class:  Class:  Class:  

Teachers and 

support assistant 

helpers 

   

Parent helpers    

 

Additional 

information 

 

Means of 

transport 

Total numbers 

of pupils 

Adult – pupil 

ratio 
(See policy for 

recommended 

ratios) 

Timings of visit: 

 

 

 
 

Depart school: 

Return to 

school: 

Educational aims 

of the visit 

 

 

 

 
Please ensure that this form is completed in accordance with and with reference to the SPPS Educational Visits Policy 
and attached appendices. 
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 Self-belief                          Perseverance                          Pride                           Success 

 

Dear Parents / Carers 

You must include: 

▪ Educational aims of the visit 
▪ A clear outline of all activities children will be taking part in (including any contingency plan for bad 

weather)  
▪ Means of transport (especially if walking or using public transport) 
▪ The cost of the visit stating that it is a volunteer contribution but explaining that if we do not receive 

sufficient funds the trip may need to be cancelled  
▪ Detail how to make the payment via ParentPay 
▪ Ask for adult helpers for the day and explain that if we do not get enough adult helpers the trip may 

need to be cancelled 
▪ Detail that children need to bring a packed lunch explaining that children must bring a sandwich/roll/ 

wrap etc. and that fizzy drinks, cans or glass bottles are not allowed 
▪ Include any other relevant information e.g. children need to dress in particular clothing, need to take 

a change of clothes 
 

 

 

 

 

                     

 

South Park Primary School 

Water Lane, Seven Kings, Ilford IG3 9HF  

020 8590 1496         

office@spps.org.uk  

Head Teacher – Debbie Keigwin spps.org.uk 


