
Educational Trips Policy

Rationale
The Mallorca International School encourages educational trips off-site (including residential experiences)
because they enrich the curriculum, add value to the students’ learning experience and moreover have the
potential to develop essential personal skills in situations that are difficult to replicate on-site.

While educational trips provide excellent opportunities for students they can pose risks that are not present
on the school site.  A structured process of planning, executing and reviewing trips underpins this policy
document.

This policy takes account of advice issued in the DfES guidance document; ‘Health and Safety of Pupils on
Educational Visits’ (HASPEV).

Aims
● To define the procedures for planning and preparing for an educational trip
● To specifically define the procedures for assessing any risks that might be associated with an educational

trip
● To detail the procedures for informing parents about educational trips and gaining consent for their

son/daughter(s) to participate
● To define the roles and responsibilities of trip leaders and other members of staff during educational trips
● To define the charging policy and financial arrangements in relation to educational trips

Procedures
Responsibilities
A trip leader will be appointed for every educational trip.  The group leader will be responsible for all aspects
of the educational visit although may delegate tasks to other members of staff.

The Trip Leader
The trip leader must ensure that:

● Appropriate safeguarding procedures are in place
● Appropriate risk assessments have been carried out (see Annexe ‘A’ for standard risk assessment form)
● All necessary preparation work has been completed prior to the trip
● Any training needs have been met taking into account the needs of staff and students
● Staff leading activities are suitably qualified and insured to do so (whether it be Mallorca International

School staff or specialist staff appointed solely for the purpose of the trip)
● The ratio of staff to students is appropriate taking into account age of students, gender balance and

nature of the trip
● The school has received written consent from the parents of all students participating in the trip
● Adequate first-aid provision will be available and any specific medical or educational needs of students

are catered for
● There is adequate insurance cover for the trip and this has been checked with the school management
● The travel arrangements and times are known and that transportation companies will provide suitable

provision taking into account the age of the students and the legal requirements
● A school contact has been organised and all staff have these details
● All staff, that need to, have names of all students on the trip with contact details for parents/carers as

well as a full itinerary of the trip
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● All staff supervising the trip and the head teacher have the address and phone number of the venue(s),
a copy of the risk assessment, the names of all the staff and students on the trip, contingency plans for
any delays including a late return to school

The Head Teacher
The head teacher must:

● Appoint a suitable trip leader in the first instance
● Make a decision on whether to make a provisional approval of the trip before the planning and

preparation commence
● Make an assessment of final arrangements and give a final approval before the trip takes place

It is also expected that the head teacher will give support and advice to the trip leader; specifically with
regard to safeguarding and risk assessment.

Planning
● A request for outline approval by the head teacher should be requested before any other planning takes

place (classes, location, possible dates, times and costings).
● Dates should then be confirmed and provisional bookings made with confirmed costings.
● Transportation should be confirmed in writing with confirmed costings.
● A full risk assessment must be carried out incorporating sections taking into account transport, each

activity and general.  First aid arrangements must be mentioned.
● Final approval should then be sought from the head teacher by means of submitting all of the information

above along with proposed staffing arrangements.

It is noted that the above procedure may need to be adapted in the case of residential trips for which
transportation (e.g. flights), or other aspects, cannot be confirmed without payment.  In this scenario a
current/approximate cost should be submitted when seeking final approval.

Charging
In principal it is expected that parents/carers will cover the full cost of educational trips unless the head
teacher decides otherwise.  Costs will be split evenly between the students including costs associated with
staff (transport, entrance, etc).  Payment will be taken by bank transfer from the same account school fees are
debited.  No payment will be taken until after the trip and only if the school has written confirmation from the
parents/carers.

Contact with Parents/Carers
No student may be taken off the school site for any activity, no matter how close to the school, without
written approval from parents/carers.  Once the head teacher has made final approval for a trip, parents of
students involved will receive an Email informing them of the nature and arrangements for the trip as well as
requesting permission for their son/daughter to participate and payment if applicable.  Permission should be
granted by means of an Email by return, which shall be stored.

Parents should be made aware of:
● The date, times, location(s) and proposed itinerary
● Transport arrangements
● Items that students must wear and/or bring with them
● Cost and payment arrangements (including details of whether money is refundable in the case that a

deposit is due initially)
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● Details of staffing
● Emergency contact details in the case of a residential trip

A parents’ meeting may not be necessary in the majority of cases but certainly should take place in the case of
a residential trip.

In the case of a residential trip a further consent form (paper version) must be signed by parents giving
permission for their son/daughter to participate, consent for the trip leader (named) to act in loco parentis for
the given dates and for staff on the trip to administer medical treatment in an emergency.  A further medical
form must also be completed detailing any known medical conditions or allergies that students may have as
well as any other aspects that may affect their ability to participate in the trip fully (e.g. swimming ability level
in the case of a watersports excursion).  Once all forms are received the trip leader should review and consult
the head teacher if he/she has any doubts over the participation of any student.

During the Educational Trip
Detailed advice is set out in the ‘Guidelines for School visits’.  It is imperative that staff must supervise all
students with the degree of care that would be expected from a responsible parent in similar circumstances.
The trip leader must be prepared to modify plans in the light of circumstances and in the interests of the
party’s welfare.

Emergency Procedures
It is the responsibility of the trip leader to ensure that all staff supervising the trip have copies of the relevant
documentation aforementioned.  The trip leader should also ensure that all staff are aware of the emergency
procedures.  The trip leader should carry a school mobile phone and maintain it on for the entire visit
(including during the night if applicable) with sufficient battery power.

After the Visit
A statement of account should be confirmed with the head of administration.  Depending on the nature of the
trip, a brief written report should be provided to the head teacher and appropriate publications made to
parents/carers.

Monitoring and Review
It is the responsibility of the head teacher to update this policy in line with new legislation that comes to light
as well as in view of the changing needs of the school.

Date of implementation: February 2016
Policy review date: November 2021
Next Review date: November 2023
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Annexe ‘A’

Risk Assessment Form
General Details
Location:
Date of Arrival:
Date of Departure:
Objectives:

Details of Group
Staff Responsible: (trip leader noted)
No. Students:
Age Group:
Students with Special Considerations:

Transportation Details
Bus Transportation Company:
Other:

Associated Risks Identified & Action Taken
Risk At

Risk
Likelihood

of Risk
Severity
of Risk

Overall
Risk

Existing Controls

Coach Travel
T
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Excursion Location 1

Excursion Location 2

General

Sub-notes
- Teachers should take a complete list of parental contact details provided from the school

database.
- Teachers should take school mobile phone.

What is a risk assessment?
A risk assessment is simply a look at what could go wrong – both before and during the trip – and
then deciding on ways to prevent – or minimise – these potential problems.

Risk Ranking
T = teacher    C = children

Likelihood of Risk
1 = Low chance    2 = Relatively low chance    3 = Moderate chance    4 = Fairly likely    5 = High
chance

Severity of Risk
1 = Low consequence    2 = Relatively low consequence    3 = Moderate consequence    4 = Strong
consequence    5 = Life-threatening consequence
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The following quantitative method has been designed as a measure of the total risk evident:

RISK   = SEVERITY OF HAZARD   X   LIKELIHOOD OF OCCURRENCE

Obviously the higher the number calculated, the higher must be the priority for control measure and
immediate action. The risk assessment documentation should where possible state realistic time
scales within which the action or control measures outlined must be taken.


