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Offsite Visits Policy

The school/centre has formally adopted, through its Governing Body, the Norfolk ‘Guidance 
for Offsite Visits’. www.oeapeg.info and as outline on EVOLVE www.norfolkvisits.org.uk
Further procedures have been agreed with the Governing Body to ensure that this policy is 
adhered to.

Aims and purposes of Offsite Visits

At Bure Valley we have a strong commitment to the added value of learning outside the 
classroom and beyond the school premises. We will seek to provide a broad & balanced 
range of Learning Outside the Classroom opportunities for all its pupils.

Each year we arrange a number of activities that take place off the school site and out of 
school hours, which support the aims of the school. The range of activities which the 
Governing Body has given its approval includes:
Out of hours Clubs (music, drama, art, science, sport, homework etc)
School sports teams
Regular local visits (places of worship, swimming, other local amenities)  
Day visits for particular groups
Residential visits
Adventurous Activities.

Approval Procedure 

The Governing Body has delegated the consideration and approval of offsite visits and 
activities to the Head of School alongside the Pastoral Leader who acts as Educational Visits 
Co-ordinator (EVC).  The Governing Body has approved this appointment and the EVC has 
received training by the LA.

Before a visit is advertised to parents the Head of School will approve the initial plan.  The 
Head of School / EVC will also approve the completed plan and risk assessments for the 
visit before departure.
This will be undertaken using EVOLVE as the planning and approval system.
www.norfolkvisits.org.uk

The School has agreed a policy for categorising its visits in line with NCC guidance i.e.:

Level 3 visits must be approved via Evolve and the LA’s on-line approval gained.

Level 2 Day visits approved at school level on Evolve by EVC & Head of School.

Level 1 Local regular day visits this establishment has chosen to post a list of its Level 1 
visits in the document library on Evolve and will use in-house systems to record and approve 
such visits.
It confirms that set of standard operating procedures or generic risk assessments existed for 
these visits. (To be posted in the Evolve Document Library).

http://www.oeapeg.info/
http://www.norfolkvisits.org.uk/
http://www.norfolkvisits.org.uk/
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Level 3 = Overseas, Residential or Adventurous visits
Level 2 = Day visits not in your establishments list of Level 1. [These must be approved on-line at 
school level on Evolve].
Level 1 = Local & regular visits that you have generic risk assessments’ & standard operating 
procedures for. 

Staffing

The school recognises the key role of accompanying staff in ensuring the highest standards 
of learning, challenge and safety on a school visit.

Staff are encouraged and supported to develop their abilities in organising and managing 
visits.  There will be a system within the school to allow less experienced members of staff to 
work alongside more experienced colleagues on visits.  The selection of staff for offsite visits 
will be a key priority in the initial approval of any proposed visit.  Staff will be suitably 
qualified and experienced for proposed activities. All BVS staff will attend an Educational 
Visits Twilight Training Session prior to leading a visit.

The school values and recognises the contribution of volunteer adults and parent helpers 
assisting with offsite activities and visits.  Any volunteer will be approved by both the 
Head/Deputy and Visit Leader and is entered on a class voluntary helpers list. They will be 
carefully briefed on the scope of their responsibility.  Where it is appropriate the school will 
ensure that DBS screening is available for volunteers.

The appointed Visit Leader will be fully supported in the tasks required to arrange the visit.  
This will include, as necessary, making time or finances available to conduct an exploratory 
visit, briefing teachers and/or other staff, accessing training courses, reviewing and 
evaluating the visit or identifying time when the leader and EVC might work in partnership to 
undertake planning and risk assessments. 

Visit staff will not be under the influence of alcohol or other drugs such that their ability to 
recognise hazards or respond to emergencies is in any way restricted.

Risk Assessment

The Visit Leader will seek to identify any significant risks from any activity that is under their 
control and take appropriate steps to ensure all participants are safe.  Good practice 
precautions and safety measures will be taken and this will be recorded in a risk 
assessment. Where possible, the visit leader will visit the venue prior to the children, to 
undertake a thorough risk assessment, assess amenities and enable a thorough itinerary to 
be drawn up.

External Activity Providers

Where external contractors are involved in organising all or part of the visit, the contract will 
be made with the school on behalf of the pupils.  All payments for the visit will be made 
through the school accounts.

The Visit Leader will make appropriate checks before committing the school to the contract.  
This will include seeking assurances about health and safety, and any accreditation and 
licensing. Wherever possible the school will seek to use holders of the Learning Outside the 
Classroom Quality Badge for which no Providers Contracts or other assurance checks are 
required.
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Parental Consents

An annual written consent from parents / carers will be required for pupils to take part in 
Category 1 off-site activities organised by school.  Parents / carers will be told where their 
child will be at all times and of any extra information or measures required.

Written consent will always be requested for activities that need a higher level of risk 
management or those that take place outside school hours (categories 2 and 3).  The school 
has a standard form, which will be used for this purpose.

As part of the parent consent they will be fully informed of the activities and arrangements for 
the visit.  For all residential visits parents will be invited to a briefing meeting where they can 
ask for clarification of any aspect of the itinerary and organisation of the visit.

The school has policies for Charging and Remissions, Behaviour and Inclusion, which 
applies to all visits.

The expectations of Pupils and Parents

Behaviour by all pupils must replicate their school behaviour - the school ‘Behaviour Policy’ 
applies for any school based activity.  Adherence to this Policy will be part of the condition of 
booking by the parents.  Pupils, whose behaviour is such that the Visit Leader is concerned 
for their safety, or for that of others, can be withdrawn from the activity.  The Visit Leader will 
consider whether such pupils should be sent home early and parents will be expected to 
cover any costs of the journey home early.

Emergency Procedures

The school will appoint a member of the Senior Management Team as the emergency 
contact for each visit (generally the Head of School).  This individual will have a copy of all 
relevant information, including a copy of the Red Book and the school’s insurance policy. All 
major incidents should immediately be relayed to this person, especially those involving 
injury or that might attract media attention.

The Visit Leader will leave full details of all pupils (including photographs) and accompanying 
adults on the visit with the emergency contact, including the home contact details of parents 
and next-of-kin, as appropriate.

All incidents and accidents occurring on a visit will be reported back and recorded following 
normal school procedures for reporting and investigating accidents. All relevant 
documentation will be archived for the appropriate length of time.

Review by the Local Authority

The school is supported in its arrangements for offsite visits by the County Council.  Where 
necessary the school will seek advice from the Adviser for Outdoor Learning.

All visits that involve an overnight stay, going abroad and any that involve adventurous 
activities will be notified to the LA prior to departure.  The LA will provide an independent 
reassurance check of the plan and the precautions and safety measures that will be taken.

Some sample monitoring will also be undertaken by the LA & the school agrees to facilitate 
this when & where required.  Any advice provided will be fully considered prior to the trip 
taking place.
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Charging for Activities and Visits

The school may invite, but not require, parents to make voluntary contributions for school 
activities in order to enhance what is otherwise provided.  There is no obligation to contribute 
and pupils will not be treated any differently according to whether or not their parents have 
made a contribution.  

The level of contribution will be calculated for each activity and may include, for example, an 
element to cover the participation by young people from low-income families or the cost of 
travel for accompanying teachers.  Some activities may not take place if parents are 
reluctant to support it.  As a school, we have selected to use pupil premium to support the 
cost of trips for vulnerable children.

The school will comply with the law in relation to charges that may be made for the cost of 
activities provided outside school hours, within school hours and for board and lodging on 
residential courses.

The school has a policy on remission of charges stating how much they are prepared to 
contribute etc.

Other school policies that this Educational Offsite Visit Policy relates to are:
School Charging / Remission of Charges Policy
Inclusion Policy
Behaviour Policy

Agreed by Governors September 2015 __________________________________

Due for renewal September 2018
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Appendix 1 
BURE VALLEY SCHOOL – EDUCATIONAL VISITS – ROLES AND 
RESPONSIBILITIES 

Governors, Headteacher and Head of School will

∑ ensure that all visits meet Health and Safety and Safeguarding requirements and 
that learning objectives are met by conducting regular monitoring

∑ The Head of School will report all planned visits for the year at the first Governors’ 
meeting with updates given if changes made. 

The Educational Visits Co-ordinator will 

∑ ensure educational visits meet the schools and students requirements, and have 
clear learning objectives 

∑ assess competence of prospective leaders and staff
∑ support staff by arranging training and induction
∑ ensure risk assessments meet requirements 
∑ jointly support the Governors with approval and advising them on decision making 
∑ ensure that Visit Leaders are aware of practices and procedures and that no trip 

goes out of school without the appropriate paperwork having been completed –
spot checks may be undertaken by the EVC

∑ monitor EVOLVE applications and ensure their approval 
∑ jointly organise training and induction 
∑ ensure parents are informed and give consent 
∑ check emergency arrangements in place 
∑ monitor any accidents, incidents or near misses, using the EVOLVE evaluation 

section 
∑ review systems and monitor. 

The Administrative Officer (School Office) will

∑ support Visit Leader with paperwork relating to finance and check costings   
∑ check and process payments (parental contributions)
∑ review financial systems relating to visits and monitor. 

The Visit Leader – Teacher or Competent Member of Staff will

∑ be approved to carry out the visit, suitably competent and knowledgeable about 
the School and LA’s policies and procedures. All Visit Leaders must read ‘Visit 
Leader’ guidance, which can be found by following the link on the front 
page of EVOLVE - Guidance for the Management of Off-site visits and LOtC 
activities – Visit Leader. New National Guidance adopted by NCC from April 
2011 

∑ be trained by the EVC in expected practices and procedures via accredited 
twilight training sessions 

∑ plan and prepare for the visit 
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o complete EVOLVE and calculate costs asking ‘Friends’ if transport funding 
required (transport for one trip per year group, annually) or Pastoral Leader if 
Pupil Premium children need financial support

o carry out risk assessments, remembering students with SEND and/or medical 
needs and equal opportunities for all and share these with the EVC

o ensure staff/student ratio adequate, ensuring that the visit leader themselves 
is not personally responsible for an individual group of children - (organising 
parent/carer helpers if needed and ensuring that they have been DBS 
checked) 

o check permissions from parents 
o refer to Administrative Officer to confirm adequate First Aid qualifications 
o in Category 1 visits check that an Annual Consent Form has been received 

and ensure parents/carers are aware that their child is being taken out of 
school, (date, time, reason). 

o in Category 2 & 3 visits to cross reference students individual medical consent 
forms against the nominal role information 

∑ define the roles and responsibilities of other staff and parent/carer helpers to 
ensure effective supervision off all students, including: 
o inform helpers of itinerary, arranging overtime, (if appropriate), allocating 

groups. 
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Appendix 2 
BURE VALLEY SCHOOL – EDUCATIONAL VISITS – PRACTICES AND 
PROCEDURES 

Order of Events – Category 1 

Pre - Visit – time spent planning at the beginning, can save lots of time at the end! 

Category 1 
Low risk activity trip which students can walk or be driven to within ten minutes (or are 
regular sporting venues), so that in an emergency, the School can provide prompt 
support. These visits will require less paperwork and will not need to be entered onto 
EVOLVE. 
Please see below an example of Category 1 visits: 

By Foot By Transport 
Aylsham Town North Walsham 
Aylsham Church Hevingham Primary School 
Aylsham Tab Blickling Hall 
Aylsham High School Wolterton Hall 
Aylsham Rec. Grounds Paston VIth Form College 
Aylsham Police Station Aldborough School 
Aylsham Fire Station Colby SChool 
Bure Valley Railway Erpingham Primary 
Keys Auctioneers Buxton Primary

Gresham’s School
Sheringham Primary School
Astley Primary School
Fakenham Junior School
Bradfield Cricket Club

Parental/carer permission for these types of trips will be covered by an annual consent 
form signed by parents/carers at the start of the year. It will be assumed that the lesson 
plan will have any mention of extra risk awareness, for example road crossing drill or 
using the seat belts on the minibus. Ratio levels should be based on your professional 
discretion as to the number of adults you need to safely supervise your students – you 
may have a challenging class! Broadly speaking, you cannot go too far wrong with one 
adult per 8 students (and you as visit leader in addition to this); if in doubt please ask for 
further guidance from the EVC. 

Ideally start 2 weeks prior to visit 

∑ Complete an Educational Visit Authorisation – (Planning Form 1). This needs to 
be signed by the Head of School. (For sporting fixtures a list should be given to 
the Head of School and the EVC on a termly basis.) 

∑ If appropriate, get quotes and provisionally book transport – the Administrative 
Officer can help with this. 

∑ If appropriate, provisionally calculate estimated costs and seek extra funding, if 
necessary (do not over estimate the number of students who may wish to go on 
the visit). 

∑ If appropriate, complete financial planning worksheet. This needs to be signed by 
the Head of School and the Administrative Officer. 
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∑ If needed, complete a cover request form and pass to a member of SLT. The 
above needs to be completed and approved, prior to letters being sent 
home to parents/carers. 

∑ Visit intended location (if necessary) and carry out risk assessments, 
remembering SEND and children with medical needs, weather, transport and first 
aider requirements. Also, compile an itinerary. 

NB: Risk Assessments (RA’s) should be tailored to the group of students being 
taken. Use of generic and previously used RA’s are acceptable, as long as they 
are tailored to the group of students being taken and are in context to the current 
visit. Support with RA’s can be sought from the EVC. RA’s should be well 
recorded, acted upon and shared with the group. Risk Assessments for Category 
1 visits can be recorded in your Staff Diary / Planner. 

∑ Ensure staff/students ratios are adequate – ask Support staff to work extra hours, 
if necessary. 

∑ Organise parent/carer helpers if needed and ensuring that they have been 
DBS checked. 

∑ If the trip is chargeable, advise the office of students’ names and amount due. 
∑ If appropriate, add onto school calendar and advise the kitchen. 
∑ Advise parents/carers about trip. 
∑ Check that parents/carers have signed and returned the ‘Annual Educational 

Visits’ authorisation form. This can be done via the office. If not please issue 
them with the Annual Consent form. 

∑ Chase authorisations and outstanding payments, if necessary. 
∑ Prepare/brief students and helpers 
∑ Advise the office of students names, so that they can generate a nominal role. 
∑ Prepare for day, you need to take: 

o nominal roll, inc. medical needs 
o agree who will be an emergency contact at school – usually the Head of 

School. 
o organise students and helpers into groups 
o advise students and volunteers of safety instructions for the visit 
o remember first aid kit and sick bags. 

∑ On the day: 
o ensure that you leave a register of staff, students and volunteers at the 

office of who actually goes on the visit, together with your contact 
numbers. THIS IS ESSENTIAL. 

Post visit 
∑ Make record of any accidents, incidents or near misses that occurred on the day 

– this should be kept indefinitely. Students can make a claim up to the age of 23. 
∑ Ensure first aid kit is replenished and left in good condition. 
∑ Feedback to the Head of School – i.e. success of the trip, whether it fulfilled 

curriculum objectives, recommendations for the future etc. 
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Order of Events – Category 2 

Pre- Visit – time spent planning at the beginning, can save lots of time at the end! 

Category 2 
These visits will need to be entered onto EVOLVE and the appropriate paperwork which 
goes with this will need to be generated. Examples of these visits include: low risk trips 
to museums, theatres, trips to Norwich and other more distant schools. Again, ratios are 
should be based on your professional discretion, based on the age and capability of the 
group. These may be altered by the EVC. 

Ideally start 6 weeks prior to visit 
∑ Complete an Educational Visit Authorisation – (Planning Form 1). This needs to 

be signed by the Head of School. 
∑ Get quotes and provisionally book transport – the Administrative Officer can help 

with this. 
∑ Calculate estimated costs and seek extra funding, if necessary – (do not over 

estimate number of students who may wish to go on visit). 
∑ Complete financial planning worksheet. This needs to be signed by the Head of 

School and the Administrative Officer. 
∑ If needed, complete a cover request form and pass to a member of SLT. 
∑ The above needs to be completed and approved, prior to letters being sent 

home to parents/carers. 
∑ Start Evolve – this will assist you in your planning. 
∑ Visit intended location (if necessary) and carry out risk assessments, 

remembering SEND and children with medical needs, weather, transport and first 
aider requirements. Also, compile an itinerary. 

∑ Ensure staff/students ratios adequate – ask support staff to work extra hours, if 
necessary. 

∑ Note – you may need to include support staff overtime in your costings. 
∑ Organising parent/carer helpers if needed and ensuring that they have been 

DBS checked. This includes coach drivers on residential visits where they will be 
a resident. 

NB: Risk Assessments should be tailored to the group of students being taken.
Use of generic and previously used RA’s are acceptable, as long as they are 
tailored to the group of students being taken and are in context to the current 
visit. Support with RA’s can be sought from the EVC. RA’s should be well 
recorded, acted upon and shared with the group.

∑ If the trip is chargeable, advise the office of students’ names and amount due. 
∑ If appropriate, add onto school calendar and advise the kitchen staff. 
∑ Send out letter to parents/carers with Category 2 consent form attached. 

Ideally 2 weeks prior to visit 

∑ Check that parents/carers have signed and returned the ‘Annual Educational 
Visits’ authorisation form – This can be done via the office. 
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∑ Chase authorisations, if necessary. 
∑ Prepare/brief students and helpers. 
∑ Advise the office of students’ names, so they can generate a nominal role. 
∑ Complete Evolve – please ensure that this is done at least 3 (working) days prior 

to visit, if alterations and additions need to be made – you will need time to do
this, before EVC can authorise. 

∑ Prepare for day - you need to take: 
o nominal roll, inc. medical needs
o a note of who will be the emergency contact at school – usually the Head of 

School. 
o organise students and helpers into groups 
o advise students and volunteers of safety instructions for the visit 
o first aid kit and sick bags 
o check Evolve and make sure visit has been authorised. 
o On the day: 
o ensure that you leave a register of staff, students and volunteers at the 

school office of who actually goes on the visit, together with your 
contact numbers. THIS IS ESSENTIAL. 

Post visit 
∑ Make record of any accidents, incidents or near misses that occurred on the day 

– this should be kept indefinitely. Students can make a claim up to the age of 23. 
∑ Ensure first aid kit is replenished and left in good condition. 
∑ Feedback to the Head of School – i.e. success of the trip, whether it fulfilled 

curriculum objectives, recommendations for the future etc. 

Order of Events – Category 3 

Pre- Visit - time spent planning at the beginning, can save lots of time at the end! 

Category 3 
This category includes all residential trips, all continental trips and any “adventurous” 
trips, e.g., canoeing, outward bounds, rock climbing, DofE and javelin catching (Please 
see attached guidance). The ‘plus one’ ratios for these visits will continue to apply. 
Ideally start 3 months prior to visit – please note that unless a draft Evolve is 
submitted by the EVC to NCC 30 days prior to visit they cannot guarantee 
authorisation. 

∑ Complete an Educational Visit Authorisation – (Planning Form 1). This needs to 
be signed by the Head of School and approved by Governors. 

∑ Get quotes and provisionally book transport – the Administrative Officer can help 
with this. 

∑ Provisionally calculate estimated costs and seek extra funding, if necessary – do 
not over estimate number of students wishing to go on visit. 

∑ Complete financial planning worksheet. This needs to be signed by Head of 
School and the Administrative Officer. 
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∑ If needed, complete a cover request form and pass to a member of SLT
∑ Start EVOLVE and enter provisional details – EVC approval must be made at 

least 30 days prior to departure, otherwise LEA approval may NOT be given. 
∑ The above needs to be completed and the trip approved via Planning Form 

1, prior to letters being sent home to parents/carers. 
∑ Arrange a parent/carer meeting to explain reason/purpose of the visit, make clear 

expectations with regard to the schools behaviour policy and itinerary, including 
sanctions for misbehaviour. 

∑ Visit intended location (if necessary) and carry out risk assessments, 
remembering SEND and children with medical needs, weather, coach and first 
aider requirements. Also, compile an itinerary. 

NB: Risk Assessments should be tailored to the group of students being taken. 
Use of generic and previously used RA’s are acceptable, as long as they are 
tailored to the group of students being taken and are in context to the current 
visit. Support with RA’s can be sort from the EVC. RA’s should be well recorded, 
acted upon and shared with the group.

∑ Ensure staff/students ratios adequate – ask support staff to work extra, if 
necessary 

∑ Organising parent/carer helpers if needed and ensuring that they have been 
DBS checked. This includes coach drivers on residential visits where they will be 
a resident. 

∑ On exchange visits a member of the accompanying teaching staff should be 
nominated as the Child Protection Officer (CPO) for the visit. They should be 
briefed on their responsibilities and have easy access to the schools CPO and 
NCC for advice. Prior to the visit, the School’s CPO should be shown a list of 
participants to make appropriate checks on host families. 

∑ If appropriate, add onto school calendar and advise kitchen staff. 
∑ Advise the office of students’ names and amount due. 
∑ Send out letter to parents/carers with Category 3 consent form. 

Ideally start 6 weeks prior to visit 
∑ Ask parents/carers, and all accompanying adults, to complete and sign medical 

disclaimer/emergency contacts form. If alterations and additions need to be made 
– you will need time to do, before EVC can authorise. 

∑ Send further letter to parents/carers with Itinerary and Kit List. 
∑ Revise/update EVOLVE visit form and submit. This should be at least 1 month

prior to the visit. 
∑ Hold meeting to prepare/brief students and helpers. 
∑ Check that the trip has been authorised by the EVC and NCC. 
∑ Prepare for trip: 

o chase medical forms and cross reference with nominal role
o chase any outstanding monies 
o nominal roll, inc. medical needs
o the ‘Red Book’ (Critical Incident Plan) 
o note who will be the emergency contact at school – usually the Head of 

School. 
o organise sleeping arrangements 
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o organise students and helpers into groups. 
o instructions etc for groups. 
o remember first aid kit and sick bags. 
o On the day: 
o ensure that you leave a register of staff, students and volunteers at the 

school office of who actually goes on the visit, together with your 
contact numbers. THIS IS ESSENTIAL. 

Post visit 
∑ Make record of any accidents, incidents or near misses that occurred on the visit 

– this should be kept indefinitely. Students can make a claim up to the age of 23. 
∑ Ensure first aid kit is replenished and left in good condition. 
∑ Feedback to the Head of School – i.e. success of the trip, whether it fulfilled 

curriculum objectives, recommendations for the future etc. 
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Bure Valley School Educational Visit Authorisation Form 1 

Please fill in this form and get it signed before sending any letters to parents/carers. 

Your name:

Description of trip:

This trip is a Joint / Overseas / Residential / Adventurous / None of the previous (please delate as 
appropriate)

Date of departure:                                                              Time of departure:

Date of return:                                                                     Time of return:

Names of adults going on trip:

Educational reason for trip:

Signed by SLT member responsible for Cover Supervision:
Name:
Date:

Signed by EVC:
Name:
Date:

Signed by Head of School (only once SLT member and EVC have signed):
Name:
Date:
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BURE VALLEY SCHOOL - EDUCATIONAL VISITS PLANNING WORKSHEET 

NAME OF ACTIVITY__________________________________________

ACTIVITY CO-ORDINATOR_____________________________________

SUGGESTED DATE___________________________________________

TRAVEL 
- FERRY/FLIGHTS 
- MINIBUS – PETROL 
- COACH 
- TRAIN 
- UNDERGROUND 
- BUS/ OTHER 

ENTRANCE FEES

ADDITIONAL FEES 

ACCOMMODATION

FOOD 

EQUIPMENT 

OTHER 

STAFF COSTS
(TO BE INCORPORATED IN TOTAL COST, INCLUDING SUPPLY COVER FOR ALL 
TEACHERS INVOLVED AND SUPPORT STAFF OVER-TIME, if applicable. Please 
check with Administrative Officer for latest costs.) 

£

TOTAL (A)

NUMBER OF CHILDREN INVOLVED (B) _________________________________________________                                                                   

(Please do not over estimate number of children attending) 

COST PER STUDENT (EQUALS (A) DIVIDED BY (B)) (C) ______________________________________

5% CONTINGENCY PER STUDENT (D) ___________________________________________________

TOTAL COST PER CHILD – (EQUALS (C) PLUS (D)) _________________________________________

Signed _____________________________________ (Organiser) Date ______________

Signed _____________________________________ (Administrative Officer) Date ______________

Authorised __________________________________ (Head of School)    Date ______________
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PARENTAL CONSENT FORM

FOR REGULAR OFFSITE VISITS/ACTIVITIES 

School/Establishment........................................................................................................................

Child........................................................................Date of Birth.....................................................

I hereby agree to my child participating in recognised activities that are organised by the school off 
the site, for example, environmental studies, swimming, sports matches, joint activities with other 
schools, visits to local church/library/theatre etc. 

I understand that: 

∑ such activities will not often extend beyond the school day, but that if, occasionally, they are 
likely to do so, adequate advance notice will be given so that I may make appropriate 
arrangements for his/her safe return home; 

∑ my specific permission will be sought for any out-of-school activities beyond those outlined 
above and which could involve commitment to extended journeys or times, expense or hazards; 

∑ all reasonable care will be taken of my child in respect of the activity/visit; 

∑ my child will be under an obligation to obey all directions given and observe all rules and 
regulations governing the visit/activity and will be subject to all normal school discipline during 
the visit/activity; 

∑ any medical condition, disabilities, or special needs will be notified to the school now and as and 
when they arise; 

∑ I agree to keep the school/establishment up to date with my emergency contact details.

Signature of Parent/Guardian(s)…………………………………........................................................

Name(s)......................................................................... Date of signature........................................

Address……………………………………………………………………………………………………........……….………………………

Postcode.......................................................

Telephone………………………………………………..Mobile………………………………….............

In event of an asthma attack:

1. I can confirm that my child has been diagnosed with asthma / has been prescribed an inhaler
[delete as appropriate].
2. My child has a working, in-date inhaler, clearly labelled with their name, which they will bring
with them to school every day.
3. In the event of my child displaying symptoms of asthma, and if their inhaler is not available or
is unusable, I consent for my child to receive salbutamol from an emergency inhaler held by
the school for such emergencies.

Signature of Parent / Guardian:  __________________________________________________
(if participant is under 18)
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Parental Consent Form – Level 2 Visits

CONFIDENTIAL

To be completed by the Visit Leader:

Please return to:  _________________________ (Visit Leader) 

The Visit Leader who will only divulge information on this form to other staff as necessary, to ensure the 
welfare and safety of the participant.

Group: _______________________________   

Place of visit:_________________________

Method of travel: ______________________   

To be completed by the Parent/Guardian

I am willing for my child ________________________________  Class _________________  

to take part in the above visit/journey and, having read the information provided, I agree to his/her taking 
part in the activities described.

I understand that the staff responsible for the activities will take all reasonable care of participants.

I give/do not give* permission for my child/ward to receive pain relieving medication when appropriate (one 
dosage of paracetamol only).
* please delete as appropriate

I agree to my child/ward receiving medication as instructed and any emergency dental, medical or surgical 
treatment, including anaesthetic or blood transfusion, as considered necessary by the medical authorities 
present.

Emergency Contact Details: Name of parent(s)/guardian(s):

(i) ____________________________________Tel: _________________________________

(ii) ____________________________________Tel: _________________________________

Signature of Parent / Guardian:  ________________________________________________
(if participant is under 18)

Signature of Participant:             ________________________________________________

Should there be any amendments to this information after it has been handed in, please contact the Visit 
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Leader immediately.

Doctor’s name : _______________________________________________________________

Doctor’s Tel. no:_____________________ National Health No.(if known): _________________

Date of last known tetanus injection (if known): 

Please give details of any recent illnesses:

Please give name and dosage of any medications currently being taken:

Please tell us about any allergies, e.g., medicines, food, bee stings, etc.

Please tell us about any food not eaten for religious or health reasons:

Please provide any other information/medical conditions which you feel might be useful in an emergency, or 
that the Visit Leader should be aware of: e.g. heart conditions, asthma phobias, epilepsy, hyperventilation, 
diabetes, travel sickness, toileting difficulties, friendship problems, etc.

In event of an asthma attack:

1. I can confirm that my child has been diagnosed with asthma / has been prescribed an inhaler
[delete as appropriate].
2. My child has a working, in-date inhaler, clearly labelled with their name, which they will bring
with them to school every day.
3. In the event of my child displaying symptoms of asthma, and if their inhaler is not available or
is unusable, I consent for my child to receive salbutamol from an emergency inhaler held by
the school for such emergencies.

Signature of Parent / Guardian:  ________________________________________________
(if participant is under 18)

Copies must be carried securely by the Visit Leader or group supervisor.
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Form PC 3

Personal information and Parental Consent Form – Level 3 Visits
CONFIDENTIAL

To be completed by the Visit Leader:

Please return to :  __________________________(Visit Leader) 

The Visit Leader who will only divulge information on this form to other staff as necessary, to ensure the 
welfare and safety of the participant.

Place of visit:_____________________________

Day & date of departure: _________________________  Time: _______________________

Day & date of return:       _________________________  Time: _______________________

List of activities to be undertaken:  ______________________________________________
__________________________________________________________________________

Method of travel:                   (seat belts fitted as standard Yes/No)

To be completed by Parent/Guardian  (please use block capitals)

Young person’s full name: ______________________________Date of birth: ____/____/_____

Home address:  _______________________________________________________________

___________________________________________________Post code: ________________                                       

Main telephone no : ____________________________________________________________

Name of parent(s)/guardian(s):

(i) ______________________________________________Relationship: _________________

(ii) _____________________________________________Relationship: __________________

Addresses of parent(s)/guardian(s) and/or other contact persons:

(i) __________________________________________________________________________

____________________________________________Tel. no. __________________________

(ii) __________________________________________________________________________

___________________________________________ Tel. no. __________________________

Doctor’s name : _______________________________________________________________

Doctor’s Tel. no:_____________________ National Health No.(if known): _________________

Date of last known tetanus injection (if known): 

Please give details of any recent illnesses:
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Please give name and dosage of any medications currently being taken:

Please tell us about any allergies, e.g., medicines, food, bee stings, etc.

Please tell us about any food not eaten for religious or health reasons:

Please provide any other information which you feel might be useful in an emergency, or that the Visit 
Leader should be aware of: e.g. phobias, epilepsy, hyperventilation, sleepwalking, diabetes, travel sickness, 
toileting difficulties, friendship problems, etc.

I am willing for my child to take part in the above visit/journey, and having read all the information 
provided, I agree to his/her taking part in the activities described.

I understand that the staff responsible for the activities will take all reasonable care of participants.

I give/do not give* permission for my child/ward to receive pain relieving medication when appropriate (one 
dosage of paracetamol only).

* please delete as appropriate
I agree to my child/ward receiving medication as instructed and any emergency dental, medical or surgical 
treatment, including anaesthetic or blood transfusion, as considered necessary by the medical authorities 
present.

Signature of Parent / Guardian:  __________________________________________________
(if participant is under 18)
Signature of Participant::             __________________________________________________
Should there be any amendments to this form after it has been handed in, please contact the Visit Leader 
immediately.

In event of an asthma attack:

1. I can confirm that my child has been diagnosed with asthma / has been prescribed an inhaler
[delete as appropriate].
2. My child has a working, in-date inhaler, clearly labelled with their name, which they will bring
with them to school every day.
3. In the event of my child displaying symptoms of asthma, and if their inhaler is not available or
is unusable, I consent for my child to receive salbutamol from an emergency inhaler held by
the school for such emergencies.
Signature of Parent / Guardian:  __________________________________________________
(if participant is under 18)

This form must be completed for each member (including staff) of any group involved in any activity 
that includes absence from home overnight, visits abroad, and/or adventurous activities. 

Copies to be carried securely by the Visit Leader &/or Group supervisor.
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Adventurous Activities
The following activities are considered to fall within the adventurous activities category: 

Land Based Activities
aerial runways, zip wires
archery
assault courses, high and low rope courses
camping
caving, potholing and mine exploration
climbing (rock/wall), sea cliff traversing, abseiling
cycling, mountain biking
martial arts, self defence
go-Karting, quad biking
gorge or ghyll scrambling
horse riding and pony trekking
orienteering
paintball
physical problem solving activities
skiing – snow/dry slope
walking – normal, open, wild country

Water Based Activities
angling
boating – day or cabin cruisers
canoeing – kayaks/open canoes
powered water sports (e.g. jet skiing) and  

other powered craft
rafting and raft building
rowing
sailing
snorkelling
sub aqua activities
surfing
swimming – natural open water, leisure pools
water skiing
windsurfing

Airborne Activities
balloon flights
gliding, helicopter flights
parachuting, paragliding, parascending or other 
non-commercial flights

This list is not definitive and the school’s EVC’s and Visit Leaders should bear in mind that activities 
which would not normally be considered hazardous might become so by reason of environmental 
conditions or the nature of the group undertaking them. Seek Children’s Services approval for any 
visit or journey not listed that has an equivalent risk to the above activities. 

The following definition may be useful in deciding whether an activity should be regarded as 
hazardous but it should not be regarded as definitive in an insurance context:

‘Adventure activities are defined as an aspect of outdoor learning which could involve the 
participant in some degree of either physical or psychological risk, or which involves some degree of 
inescapable activity. In general, field sports and games can be stopped at a moment’s notice, and the 
generated tension, competition or even risk eliminated. With adventure activities, the participants 
cannot be suddenly isolated from risk on the blow of a whistle.’

The Head of School, EVC and Visit Leader must establish that the provider of any adventurous 
activities has appropriate public liability insurance by obtaining a copy of their certificate/policy and 
they have completed a Providers Contract Form unless they hold the LOtC Quality Badge.
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