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Introduction 

 
At Stoneydown Park Primary School, we believe that safely managed educational visits with a clear purpose are 
an indispensable part of a broad and balanced curriculum. 
 
Educational visits are an opportunity to extend the learning of all pupils, including an enrichment of their 
understanding of themselves, others and the world around them. They can be a catalyst for improved personal 
performance and promote a lifetime interest. Such visits may include residential activities, environmental 
studies, sports, curriculum based studies, physical and cultural activities. All children should have the 
opportunity to visit museums, theatres, art galleries, libraries, parks, farms and sites of interest in the local area. 
They enrich our children’s experiences and deepen their understanding of events, places and people. Outings 
should be planned as part of the class topic work and should take place at least once per term.  
 
Stoneydown Park Primary School recognises its duty of care and statutory responsibilities for the health, safety 
and welfare of pupils, staff, volunteers, providers and members of the public in connection with educational 
visits for which it is accountable. 
 

Purpose 
 

• To ensure that every pupil has the opportunity to benefit from educational visits 
• To ensure that all visits are safe, purposeful and appropriate to meet the educational needs of pupils 

taking part 
• To enable the school to identify appropriate functions, responsibilities, training, support and 

monitoring for governors, staff, volunteer assistants, pupils and providers involved in educational visits 
• To ensure that whenever appropriate, further advice is sought from the LEA and from other 

technically competent sources. 
 

Governing Body 
 

• The governing body will include in its role the support of school policy and procedures for educational 
visits including the reporting of visits 

• The Governing Body must satisfy itself that the appropriate procedures, risk assessments and control 
measures are in place and that the documented guidance notes are being followed.  

• All off- site visits that are residential or hazardous must be approved by the Governing Body and such 
approval recorded in the minutes. 

 
Educational Visits Coordinator 

 
The Educational Visits Coordinator is the Deputy Head Teacher. The Deputy Head Teacher and the Head Teacher 
are responsible for ensuring that:  

• all visits are approved, or not, as appropriate 
• all necessary actions have been completed before the visit begins  
• a risk assessment has been completed, approved and appropriate safety measures are in place  
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• the governing body will assume overall responsibility and establish a chain of delegation 
• training needs have been assessed and the needs of the staff and pupils have been considered 
• non-teacher supervisors on the visit are appropriate people to supervise children  
• the pupil to adult ratio is appropriate and will depend on the visit e.g. a day trip to Walthamstow 

Marshes involving crossing roads and walking alongside a river would need more adult supervision than a short 
visit to the local park which does not involve crossing any roads. As a general indicator, the recommended ratio 
for most trips is 1 adult for every 2 pupils in Nursery, 1 adult for every 4 pupils in Reception, 1 adult for every 6-7 
pupils in years 1 to 3, 1 adult for every 10-15 pupils in school years 4 to 6. Risk assessments make the final on adult 
ratios.  

• in the case of residential or potentially hazardous visits, the LA and Governing Body have approved 
the visit  

• all documentation is in place, with an agreed itinerary and contact numbers 
• all documentation is regularly monitored 
• appropriate arrangements for medical needs and special educational needs have been implemented: 

note that when epipens for allergies and puffers for asthma are required to be brought  for children to be safe  
on the trip, short details (child name and what medicines taken)  need to be added to the risk assessment and 
shared.  The more detailed medical care plan documents are to be taken by the class teacher and only shared 
with staff. 

• on trips children and supervising adults (parents) must be told not to share their packed lunches as a 
protection for children who have allergies. This must be on all risk assessments 

• the mode of transport is appropriate 
• records of accidents and near misses are kept  
• the LA guidelines and school policy is followed 
• child protection issues are addressed 
• all supervisors are fully aware of what the proposed visit involves and all risk assessments 
• parents are informed of the visit in order for them to make an informed decision on whether 
• their child should go on the trip or not 
• all staff are informed of times of visits which will affect other provision e.g. music or sport 

 
Staff Accompanying Pupils on an Off-site Visit 
 

• All visits will have a clear, recorded educational purpose and will be planned sufficiently well in 
advance in accordance with good practice and the school planning procedures followed 

• There will be a named and approved Group Leader (and where appropriate, deputy) on all educational 
visits. This group leader is responsible for adhering to this policy. 

• The Group Leader must follow school procedures (saved on the school shared drive) when planning 
and organising educational visits. 

• Working with the EVC as necessary, the Group Leader will be responsible for all aspects of the 
planning, risk assessment and organisation of the visit. The Group Leader will assume full responsibility during 
the visit, including ongoing risk assessment. No trip will take place without a full risk assessment that has been 
checked by the Head Teacher. 

• The Group Leader will ensure that first aid provision is in place 
• Lists of all adults and pupils on the trip are made available to the school office 
• The Group Leader is responsible for identifying the purpose of the visit and following the checklist for 

planning a school visit (see attached).  
• The Group Leader is responsible for ensuring that the Head teacher’s approval for the visit has been 
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given  

 
Office Staff 

 
Office staff will: 

• ensure there is adequate and relevant insurance cover (School Business Manager) 
• support the administration of an educational visit, and will keep account of monies collected via  
 

Regarding Parent Pay: 
• ensure that annual consent forms have been completed 
• retain copies of letters sent and permission slips received 
• ensure that relevant forms are available electronically and up-dated  
• seek confirmation from coach operators that their vehicles are fitted with seatbelts 
• ensure that adequate first aid provision is available  

 

 
Parents and Carers 

 
• Informed annual parental consent is required for all educational visits 
• Parents/carers will be given at least 2 weeks notice written notice of any trips 
• The school will provide parents and carers with information about policy and procedures relating to 

the safe management of educational visits 
• Parents and carers will be given sufficient written and supplementary information about educational 

visits to enable them to make informed decisions and give written consent together with medical and 
emergency contact details 

• Whenever appropriate for high risk, residential or foreign visits, a briefing meeting with 
parents/guardians will be arranged 

• Expectations with regard to behaviour and codes of conduct will be explained to parents/carers.  
• Accompanying adults will be informed of emergency procedures and risk assessments. 
 

Charging 
 
The school will ask for contributions towards the costs of educational visits. Any contribution is voluntary, and 
the pupils of parents who are unable or unwilling to contribute are not discriminated against. However, where 
there are not enough voluntary contributions to make the activity possible, and there is no way to make up the 
shortfall, then it must be cancelled. 
 
The school will, if budgets allow, subsidise the cost of certain trips to keep costs down for parents. Contributions 
from PTA funds may be sought. 
 
Discretion will be used in the case of low-income families where it is deemed that a child would not be able to 
attend an educational visit without subsidy from the school.  
 
In the case of residential trips, a charge may be levied which includes an appropriate element for travel costs, 
board and lodging costs, materials and other equipment, non-teaching costs and teaching staff costs. This cost 
will not exceed the actual cost of the provision. 
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Pupils 
 

• Wherever possible, pupils should be involved with the planning of an educational visit, agreeing codes 
of conduct and evaluating their own learning, development, attitudes and behaviour 

• Pupils should be adequately briefed about aims, expectations and codes of conduct for all educational 
visits. Ongoing briefings are an important element of learning and safety. 

• All children should take part in educational visits unless there are special circumstances.  
• Pupils should adhere to school expectations for excellent behaviour and not leave any litter or be in 

any way disrespectful to the community or the environment when they are out of school. 
 

Risk Assessments 
 

An exploratory visit would normally form part of the site-specific risk assessment and be accepted as one of the 
costs of the trip. If this is not possible, then the Group Leader or EVC must make every effort to obtain 
information from other sources (e.g. from colleagues or schools that have been on the trip, or have taken part 
in the management of the venue).  
 
While the visit is taking place and as the need arises, the Group Leader needs to continually reassess risks. 
 
Risk assessments should include: 

• travel to and from the venue, including detailed guidance about the journey, crossing roads and using 
public transport 

• any medical needs of pupils, with control measures including knowledge of known health problems 
by the group leader and enough medication and contingency measures if an adult has to accompany a child to 
hospital 

• the behaviour of pupils, with control measures - all staff supervising a visit will be given the 
opportunity to talk through any concerns they may have about their ability to support children with behavioural 
difficulties. The school will consider carefully the extra responsibility and risk for the teacher and the group if a 
pupil whose behaviour is not under full control takes part in an off-site visit. In certain circumstances, a decision 
may be made that the child needs to remain in school 

• illness, allergies and accidents 
• litter / dangerous debris 
• water safety e.g. if the trip is to a river or lake 
• weather conditions, with control measures including extreme heat or cold and establishing the 

likelihood of sudden weather changes.  
• a pre-assessed `Plan B' for contingencies. For example, a `Plan B' should the coach break down. 
• terrorist attack – assessment of the threat level and possible cancellation of the trip; guidance on 

responding to one; a Plan B route back;  

 
Adventurous Activities 

 
If leading an adventurous activity, as defined in the Adventure Activities Licensing Regulations 2004 (climbing, 
caving, remote trekking, waterborne activities), and other activities that present hazards over and above those 
in everyday life, the Governing Body must ensure that the group leader and other supervisors are suitably 
competent to lead or instruct the children or young people in the activity. Competences should be 
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demonstrated by holding the relevant National Governing Body (NGB) award where it exists.  Where there are 
queries regarding the competencies/experience required, the Offsite Visits Adviser or relevant NGB should be 
contacted for advice.   

 

Transport  
 
When planning a trip, careful thought needs to be given to transport. This aspect of the trip must be included in 
the risk assessment. 
 
Factors to be considered when planning transport by coach or minibus include: 

• competence level and training of the driver, and whether s/he has the correct licence 
• passenger safety   
• traffic conditions  
• contingency funds and arrangements in case of a breakdown or an emergency  
• insurance cover  
• the weather  
• stopping points on long journeys  
• supervision  

 
Minibuses and coaches used to carry three or more children on an organised trip where the transport of children 
is central to the journey must have seatbelts fitted. The Group Leader will check that every pupil has their 
seatbelt fastened before you set off. 
 
Factors to be considered when planning transport by bus or train include: 

• booking transport - the group leader should arrange for seats to be reserved well in advance to ensure 
that the party can travel together  

• communication difficulties (lack of phone coverage in the underground) 
• contingency arrangements in case of a breakdown or an emergency 
• misbehaviour is a potential cause of accidents to children on such means of transport. Appropriate 

supervision and discipline should be maintained at all times. Pupils should also be made aware of what to do in 
an emergency and where emergency procedures are displayed; 

 
Emergency situations 

 
Teachers in charge of pupils during a visit have a duty of care to make sure that the pupils are safe and healthy. 
They also have a common law duty to act as a reasonably prudent parent would. Teachers should not hesitate 
to act in an emergency and to take life-saving action in an extreme situation. 
 
If an accident happens, the priorities are to: 

• assess the situation; 
• safeguard the uninjured members of the group; 
• attend to the casualty; 
• inform the emergency services and everyone who needs to know of the incident. 

 
The group leader would usually take charge in an emergency and would need to ensure that emergency 
procedures are in place and that back up cover is arranged. The group leader should liaise with the 
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representative of the tour operator if one is being used. 
 
The school admin officer will link the group with the school and parents and provide assistance as necessary. 
They should have all the necessary information in advance about the visit.  If an emergency occurs on a school 
visit the main actions would be: 

• establish the nature and extent of the emergency as quickly as possible; 
• ensure that all the group are safe and looked after;  
• establish the names of any casualties and get immediate medical attention for them; 
• ensure that all group members who need to know are aware of the incident and that all group 

members are following the emergency procedures; 
• ensure that a member of school staff accompanies casualties to hospital and that the rest of the group 

are adequately supervised at all times and kept together; 
• notify the police if necessary;  
• inform the school - the school contact number should be accessible at all times during the visit; 
• details of the incident to pass on to the school should include: nature, date and time of incident; 

location of incident; names of casualties and details of their injuries; names of others involved so that parents 
can be reassured; action taken so far; action yet to be taken (and by whom); 

• write down accurately and as soon as possible all relevant facts and witness details and preserve any 
vital evidence; 

• complete an accident report form as soon as possible. The HSE or local authority inspector should be 
contacted by the school, if appropriate; 

• names of those involved in the incident should not be given to the media as this could cause distress 
to their families.  
 
Media enquiries should be referred to the Head Teacher who will seek advice from the Local Authority 
 
-------------------------------------------------------------------------------------------------- 
 
This policy was written in XXXXXX by the Curriculum Committee 
 
Date ratified by the Governing Body - 
 
Review date XXXXXX 
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Appendix A 

SCHOOL RISK ASSESSMENT 

Year  – Class  Event/Place:  Person in charge:    Date of trip:   

Date risk assessment taken: 

(NB Must be done 2 weeks in advance) 

Number of  pupils:   School telephone numbers 

Junior Site: 020 8520 7026 

Infant Site:  020 8521 3839 

School mobile: 07466700172 

Staff mobile numbers: 

Parent mobile phone numbers: 

No. & names of staff/adults on duty:     Names of children with any medical needs 
& need: 

No. & names of parents accompanying the trip:   

Details of the journey (include route, transport taken, and map of the locality:   

Plan B route (for city centre / major events or venues) if recommended in relation to possible terrorist threat. 

 

Hazards 
(outbound/inbound 
journey) 
List all potential risks to 
staff & pupils (add rows as 
necessary) 

Groups of people 
at risk 

 

Control measures to be put into place 
 

Getting ready Staff and children Before leaving: 
● Take the register for the group 
● Provide a list of all groups, travel arrangements and arrangements for the day to each accompanying adult. 
● Explain supervision of class / groups by their assigned adult (see attached list) tell children to stay together as a group 
● Ensure First Aid box and inhalers are brought 
● Children to wear school labels 
● Prepare list of children that may have medical difficulties – ensure all group leaders aware 
● Inform all responsible adults about toilet facilities 
● Allow children to visit go to the toilet before leaving 
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● Ensure that children know who their partner is and that they will be expected to walk with their partner when walking by 
roads or river, unless otherwise instructed (eg to walk in single file if necessary) 

● Take a whistle to use in an emergency and explain that use of the whistle should be responded to by everyone becoming 
immediately silent and listening for instructions 

● Talk to all adults and children about expectations, safety rules and also the purpose of the trip 
● Provide parents with a copy of the guidance for parents 
● Ensure each member of staff has a copy of the register including pupils’ medical needs 

Journey from school to the 
venue 

● Traffic 
● Crossing Roads 
● Train / tube 
● Road Works 
● Wandering 

students. 
● Students becoming 

ill. 
 

Staff and children ● Whilst walking, X will be leading the children and X will walk at the end at all times 
● Frequent Head count 
● Cross the road at zebra crossings where available 
● At busy roads, divide into 2 groups to cross the road. 
● Supervision of group by their assigned adult (see attached list) tell children to stay together as a group 
● Each adult to supervise their own group on the tube – All children and adults to go on the same carriage. 
● Remind children and parents of how to use escalators – be careful to start walking before getting to the     end to make 

sure that they don’t trip up.  
● Remind children and parents that they must stay behind the yellow line on tube platforms and adults must walk on the 

platform side.  
● When crossing main road split into groups of 10 with Subashini to cross with each group. 
● Alex to board last to ensure that all groups are on board.  
● First Aid box and inhalers brought 
● Children to wear school labels 
Procedure for walking alongside and crossing roads 
● Children should not be talking so loudly that they cannot hear instructions. Stop the group if they are becoming too noisy. 
● Make children aware of any hazards eg oncoming buggies or dog mess on the pavement – stop the whole group if there is 

a dangerous hazard. 
● Children should never run along pavements or across roads. 
Pavement walking 
● Children should walk in pairs on the pavement away from the side of the road.  
● The lead member of staff should lead the line and another adult should supervise the end of the line.  
● Other adults should supervise at intervals along the line. 
● Often pupils at the end tend to walk slowly and the line should be halted at regular intervals to allow the back to “catch 

up”; especially before crossing roads. 
Crossing roads 
● Always find the safest place to cross even if it means walking a little further. 
● Children should never be lead across a road before checking that it is safe for all children to cross. 
● When arriving at a road to cross, the whole group should collect in a line on the pavement.  
● When the traffic is clear one adult (or two) should stand on the road to indicate to any oncoming traffic (even if there are 

traffic lights), facing the traffic and using hand signals to indicate that traffic must remain stationary. 
● The line should then cross with one adult leading and the other at the rear. 
● Give children clear instructions about where to stop eg “wait at the next lamp-post” so that all children have chance to 

catch up and be in an orderly line. The stopping place should not be too far ahead but just far enough that you don’t get a 
bottle-neck. 

● If there is a traffic island and double traffic lights, assess whether the whole group will be able to safely wait on the traffic 
island. If this is the case, when the first traffic light is red, cross to the island following the procedure above and then wait 
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with the children until the second traffic light is red before crossing to the pavement. If you it is not possible to safely get 
the whole class onto the traffic island then the teacher / group leader should leave the TA with one half of the group 
(plus parent) and wait for them on the other side. 

Use of trains / tubes 
● Go to the front carriage behind the driver.  
● Speak to the driver about where you will be getting off. 
● Wait until all the children are stopped on the platform before boarding the train. Sometimes, this may mean letting the 

train go & waiting for the next one. 
● Try to get the whole class onto one carriage  
● TA to wait on platform until everyone is on 
● If any child left behind, the TA should stay with them and then board the next train. 
● Each time you get on/off a train, a head count must be down while children are against the wall 
● When getting off the train, children must stand against the wall – don’t worry about partners at this stage; they can get 

into partners once counted 
● If a child does get stuck on a train by themselves, tell them to get off at the next station and wait for a member of staff to 

come to you (tell them in advance) 

Litter hazards 
-Dog mess 
-Dangerous rubbish/fly 
tipping 
-Needles. 

 ● Warn and alert group if find any dog mess. 
● Remind children not to touch any litter 
● Take bin bags and paper towels 
● If any child does touch a needle or dangerous piece of litter, inform emergency services / school 
● Do not allow children, or adults, to drop any litter – use bins or bring it back. 

Weather / Sun 
 

 ● Obtain weather forecast for the day 
● Ensure all participants have suitable footwear and clothing 
● Advise children to bring sun-cream 
● Staff to bring own sun-cream 
● Advise children to wear sunhats 
● All children to bring bottles of water to drink 
● Staff to bring additional bottles of water to drink 
● Cancel the trip if weather conditions are unsuitable. 

At the venue 
▪ Losing children 
▪ Children being ill 
▪ Children with 
behavioural problems 
creating difficulties 
▪ Children hurt by 
hazards or displays at 
museum. 

Staff and children ● Frequent Head count 
● Each adult to supervise their own group 
● Adults to have the school office number in case of emergencies. 
● Clear instructions about meeting points 
● Toilet trips to be undertaken at specific times NB Only staff or DBS-checked parents may take children to the toilet. Non 

DBS-checked volunteers may accompany children with a member of staff 
● Children with behavioural problems creating difficulties in separate groups 

Children with behavioural 
problems creating 
difficulties 

 ● Children with behavioural problems creating difficulties to be placed in separate groups 
● Member of staff, not parent, to be directly responsible for any child with known behavioural problems 
● Inform SENCO if planned trips for children where specific provision will need to be made 
● NB Some children may need a separate risk assessment – seek advice from the SENCO 

Crowds Children ● Brief staff, parents and children before leaving school about expectations & safety rules 
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Losing children 
 

● Avoid crowds where possible, or have a clear strategy that is shared with all staff and parents present, and the children; if 
necessary stop the crowd to allow your party through  

● Children must be allocated to certain members of staff to ensure the children are safe at all times. Each adult to supervise 
their own group   

● Whilst walking, X will be leading the children and X will walk at the end at all times. 
● Frequent Head count 
● Give clear instructions about meeting points 
● Inside venues such as museums, if children are going to a different part of a gallery/room, they must be visible to staff at all 

times 
● Clear and regular instructions about boundaries, staying together, following instructions 
● Stopping at any time during the trip where it is necessary to inform adults and children of potential hazards 
● Take maps of the area 
● If a child goes missing, then the person in charge of the outing must be immediately informed.  
● Staff at the venue must be informed and their help requested (e.g. ask them to make a tannoy announcement) 
● A member of staff will make an immediate search of the surrounding area, ensuring that the other children were 

sufficiently supervised and safe.  
● If the child cannot be found after the appropriate search time (up 5 minutes – shorter if in a busy area) then the police must 

immediately be informed, and then the head teacher.  
● The search must continue with the member of staff keeping in touch by mobile phone.  
● Once the police arrive, their instructions must be followed.  
● The head teacher will be informed and they will in turn inform Ofsted having carried out an investigation, with the Child 

Protection Lead, and written a report. 

Injury or illness eg 
- travel-sickness 
- Allergies 
- Asthma 
- Fall – cuts and grazes etc 
 

 ● Take sick bags  
● First-Aid kit must be taken on trip  
● Take list of children that may have medical difficulties – ensure all group leaders aware  
● Take asthma pumps  
● Ensure one leader with each group will take responsibility for administering first aid   
● Emergency procedures and communications will be pre-planned  
● All accompanying adults will be briefed and will understand planned emergency procedures  
● Suitable means of communication - mobile phones taken, school phone number known and phone numbers of any children 

at risk 
● If necessary, members of staff at school will fetch a child 

Chn with allergies eg 
Asthma 
Heyfever 

See above ● Take list of children that may have medical difficulties – ensure all group leaders aware  
● Take asthma pumps and 1st aid kit 
● Ensure one leader with each group will take responsibility for administering first aid  
● Emergency procedures and communications will be pre-planned  
● All accompanying adults will be briefed and will understand planned emergency procedures  
● Suitable means of communication - mobile phones taken, school phone number known and phone numbers of any children 

at risk 
● If necessary, members of staff at school will fetch a child 

Stranger danger Pupils ● Remind children to stay together, in their allocated groups and away from perimeters 
● Remind children not to approach anyone who is not part of the trip group but to be polite to members of the public e.g. 

saying ‘excuse me’ if passing 
● Remind children to tell you if they see or hear anything that worries them 



13 
 

Suspicious items All ● Do not touch, or allow children to touch 
● Try and identify an owner in the immediate area 
● If you still think it’s suspicious, don’t feel embarrassed or think anybody else will report it 
● Report it to a member of staff, security, or if they are not available dial 999 
● Move away to a safe distance - Even for a small item such as a briefcase move at least 100m away from the item starting 

from the centre and moving out 

Threat of terrorist attack All Before the visit: 
● Office to contact the venue and make enquiries about their risk assessment in the event of  a terror attack 
● know the current threat level (the HT will cancel the trip if advised by police): 

www.mi5.gov.uk/home/the-threats/terrorism/threat-levels.html). 
● keep an eye on the news for any changes 
● avoid any areas which the police state to avoid; 
● ensure that you have a ‘Plan B’ in place for the day, if necessary 
● continue to undertake due diligence and dynamic risk assessment 
● Each member of staff should carry a register, including medical needs 
● Carry water and snacks on visits in case of travel disruption and long delays (office to provide – request in advance) 
● Be additionally vigilant in crowded places and travel hubs 
● When visiting a major venue in the city centre or an event where the risk of attack may be 
● greater, consider within your planning (i.e. talk to colleagues and add to this risk assessment): 
● Identify possible safe areas or venues, near where you intend to be, that you could use as an emergency shelter. 
● If needing to wait, try to find the safest place to stand e.g. behind steel or concrete bollards 
● How to minimise waiting time at busy transport venues (e.g. walk to a quieter bus stop). 
● How you would get away in an emergency, bearing in mind that the direct route and planned transport might no longer 

be an option. Be aware of alternatives – have a Plan B route 
● How the team might manage an enforced group split. 
During the visit: 
● Be vigilant and aware of your surroundings – know where the exits are and where you would run to. 
● When staying at any place for more than 30 minutes identify emergency meeting points in case the group is forced to 

move and becomes split. 
● Avoid congregating too long around entrances to major public sites. 
● Be aware of the ‘Stay Safe’ principles below: ‘Run, Hide, Tell’ 
 
STAY SAFE: Terrorist firearms and weapons attacks 
Firearms and Weapons attacks are rare in the UK. The ‘STAY SAFE’ principles tell you some simple actions to consider at an 
incident and the information that armed officers may need in the event of a weapons or firearm attack: 
RUN 
● Escape if you can 
● Consider the safest options 
● Is there a safe route? RUN if not HIDE 
● Can you get there without exposing yourself to greater danger? 
● Insist others leave with you 
● Leave belongings behind 
HIDE 
● If you cannot RUN, HIDE 

http://www.mi5.gov.uk/home/the-threats/terrorism/threat-levels.html
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● Find cover from gunfire 
● If you can see the attacker, they may be able to see you 
● Cover from view does not mean you are safe, bullets go through glass, brick, wood and metal 
● Find cover from gunfire e.g. substantial brickwork / heavy reinforced walls 
● Be aware of your exits 
● Try not to get trapped 
● Be quiet, silence your phone and turn off vibrate 
● Lock / barricade yourself in 
● Move away from the door 
TELL 
Call 999 - What do the police need to know? If you cannot speak or make a noise listen to the instructions given to you by the 
call taker 
● Location - Where are the suspects? 
● Direction - Where did you last see the suspects? 
● Descriptions – Describe the attacker, numbers, features, clothing, weapons etc. 
● Further information – Casualties, type of injury, building information, entrances, exits, hostages etc. 
● Stop other people entering the building if it is safe to do so 
ARMED POLICE RESPONSE 
● Follow officers’ instructions 
● Remain calm 
● Can you move to a safer area? 
● Avoid sudden movements that may be considered a threat 
● Keep your hands in view 
OFFICERS MAY 
● Point guns at you 
● Treat you firmly 
● Question you 
● Be unable to distinguish you from the attacker 
● Officers will evacuate you when it is safe to do so 
 
Bomb Threat 
External evacuation 
● Leaving the venue will be appropriate when directed by police and/or it is reasonable to assume the threat is credible, 

and when evacuation will move people towards a safer location. 
● The police will establish cordons depending upon the size of an identified suspect device. Always follow police directions 

and avoid assembly close to a police cordon. 
Internal or inwards evacuation (‘invacuation’) 
● There are occasions when it is safer to remain inside.  
● Staying in your venue and moving children away from external windows/walls is relevant when it is known that a bomb is 

not within or immediately adjacent to your building. 
● If the suspect device is outside your venue, people may be exposed to greater danger if the evacuation route 

inadvertently takes them past the device. A safer alternative may be the use of internal protected spaces. Decisions must 
be made on the advice of the police, or staff at the venue 

● If the location of the device threatened is unknown, evacuation represents a credible and justifiable course of action. 
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Unforeseen problems e.g. 
delays on the tube 
 

Staff and children ● Notify school to inform parents of delayed arrival back at school. 
● Use of a whistle or bell to alert everyone of an emergency 
● Inform school office immediately – office to inform parents 
● In addition and if deemed helpful, talk to a member of staff at the venue 
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Appendix A - Trip letter to parents/carers template 

 
DATE 

Dear Parent / Carer           

Year X, Trip to XXXXXXX 

To support the learning in their topic in TERM X, TOPIC TITLE, Year X will be visiting XXXXXX where they will 

XXXXXXXXXXX. There is no cost for this trip/The cost for children is £X and the cost for pupil premium 

children (Free School Meals) is £X. Payment will be via Parent Pay.  Please be aware that if we do not receive 

sufficient funds to cover the cost of the trip then it may have to be canceled. Your contributions will pay for 

the cost of a workshop at the Tower of London, delivered by history experts.  The dates for each class’ trip is: 

XXXX Class: XXXX 

XXXX Class: XXXX 

XXXX Class: XXXX 

To get to XXXXXX we will be traveling by tube/bus/walking from e.g. Blackhorse Road station. We will be 

leaving school at approximately XXXam and returning by XXXpm. 

As we will be out at lunchtime, your child will need to bring a packed lunch. No glass bottles, fizzy drinks, nuts 
or sweets please. We will eat our lunch in the venue’s lunch room. Children need to wear full school uniform 
and sensible shoes. Please send your child with a waterproof jacket if it looks like it may rain.  

A full risk assessment has been carried out for this trip. We take children’s well-being very seriously at 

Stoneydown and will therefore be talking to the children about how to stay safe before we go and during the 

trip. We would be very grateful if any parent accompanying the class could support the children to follow 

these instructions. 

Up to 5 parents would be very welcome to accompany us on the trip and support the class. Please inform 

your child’s teacher if you are interested, they will get in touch with you. If you volunteer, we cannot 

guarantee that your place will be reserved. We will try our best to ensure everyone, who wishes, has the 

opportunity to join us on one of our trips this year. Please give us at least 24 hours notice if you can no longer 

come on the trip. If we do not have the necessary adults, we may have to cancel the trip. Any last minute 

cancellations create organisational difficulties for our class and other classes. 

Parental consent has already been given at the start of the school year. Your child’s teacher will contact you 

for consent in the case that this has not yet been received. No child will be able to take part in the trip without 

parental permission. However, please be advised that educational outings are an important part of the school 

curriculum and all children are expected to attend. 

Kind regards,  


