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EDUCATIONAL VISITS POLICY 
 
“Learning outside the classroom contributes significantly to raising standards 
and improving pupils’ personal, social and emotional development”.  
 

 
Principles 
Visits and residential trips are an important part of the curriculum we offer to the 
students at Castle Manor Academy. They should be well planned using OEAP National 
Guidance, via Evolve as its principle reference, to compliment classroom based teaching 
and learning by offering practical, real life opportunities for all curriculum subjects.  
 
Our Academy has a designated EVC, Mrs Becky Baldwin.  The Head teacher and Governors 
are accountable for overseeing all duties undertaken by the EVC.  
 
Aims 
The Head teacher is responsible for ensuring that all such activities are properly planned 
and appropriately supervised to implement this policy. The Head Teacher will check and 
approve trip proposals after the trip leader submits the trip information on Evolve and it 
has been checked by the EVC. 
 
The main things to consider when planning a trip are that:  

- there is always an aim or clear purpose for the trip,  
- that parents and Partnership staff are fully informed of who is off site, and when, 

whilst on a trip or visit,  
- that trips are fully inclusive and accessible to all students, 
- that opportunities to work with local schools and with the local community are 

made easier and more frequent,  
- that all pupils/students and staff remain safe and enjoy their trip or visit. 

 
Definitions 
Castle Manor Academy has categorised trips in the following ways, in line with Suffolk 
County Council advice: 
TYPE 1 trips and visits include:  
Local off site visits: including local school visits, regular sporting fixtures and local places 
of interest within the school day.   
 
TYPE 2 trips and visits include:  
Those with greater risk: such as residential visits, overseas visits, adventurous activities 
 ( Including trampolining)  or those that require departing/returning outside of the school 
day.   
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Process for planning and recording a trip 
The process for planning and recording an Academy trip is dependent upon the type of 
trip.   
Type 1:  .  Appendix 1.  Local visits, within walking distance, or those that may be further 
afield but part of the curriculum do not require a separate permission slip because parents 
will have signed an annual local visits permission as seen in Appendix 2 which is logged on 
Go for schools. However Parents must be notified of the planned off-site visit with a letter 
or note in the student organiser so they stay well informed.  The Governors will receive 
information on Type 1 visits in the termly Head teachers report. They do not require 
notification in advance for these visits. 
 
The required paperwork for planning a type 1 visit is set out in Appendix 1.  This 
documentation must be completed and saved in the trip folder on the shared Drive it can 
be seen by EVC and Head Teacher.  
 
A separate permission slip must be collected if a cost to the trip is involved, or if it is a 
Type 2 visit.   
 

 
Type 2:Type 2  visits are to be entered on EVOLVE Appendix 4  so the EVC can approve 
trip and forward to the Head teacher for approval.  This will involve including a copy of a 
risk assessment Appendix 5 . Please note that only once the trip has been approved by EVC 
and Head teacher can a letter to parents go out. Parent permission must be collected 
either by reply slip or by action of authorising payment on parent pay.  The Governors will 
be required to give consent to Academy visits that require an overnight stay. (Type 2 visits 
– as indicated in OEAP National Guidance).  
 
DOFE: Have their own safe Operating Procedures document  Appendix 9 and should be 
recorded and actioned as a type 2 visit  
 
All trips (regardless of type) should: 

• Be on the castle manor Academy calendar at the earliest possible opportunity, 
through the Head’s PA.   

• Follow the emergency action plan in case of emergency (Appendix 7) 
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Roles for staff 
The EVC should: 

• Provide training for all staff at the Academy on the trip planning procedure and 
how to log trips in the trip folder and EVOLVE. See Trip Monopoly in Appendix 6 for 
overview of process 

• Check that all trips/visits are planned for as indicated in this policy.  
• Check that the visit or activity has specific risk assessments and individual 

pupils/students specific risk assessments (medical and behavioural) That these are 
undertaken prior to the trip by the trip leader and distributed to trip staff as well 
as being approved by EVC/Head teacher. 

• Ensure each trip has a named Leader and approve the appointment of trip leaders/ 
assistant staff 

• Verify the competence of trip leaders and assistant staff, taking account of the 
planned arrangements for the visit and the number and nature of the children 
involved 

• Organise and monitor the training/induction of trip leaders and assistant staff as 
appropriate 

• Ensure that the trip leader has properly informed parents and gained additional 
consent where appropriate 

• Ensure that all payments are made via Parent Pay and any requirement for this is 
indicated in the parent letter. 

• Ensure those students who have been funded by pupil premium funding have signed 
permission to attend and are aware how their child’s place has been funded.  

• Check that provision has been made for a member of core leadership to be 
designated as emergency contact for the entirety of the trip be it night or day.  

• Monitor visits, including accident and near miss reporting, and review Academy 
procedures annually. 

• Keep a record of all trips approved by EVC and Head teacher on EVOLVE 
• Keep the Governors informed of the Academies’ programme of educational trips 

and submit proposals for trips in certain categories (residential) for specific 
approval by Governors. 

• Check that all approved trips are entered onto the Academy calendar/briefing 
notes. 

• The Head teacher will check the above has been completed by EVC on approval of 
trips. 

 
The Visit Leader: 
The visit leader must recognise that whilst leading the visit he or she is in effect 
representing the Academy. The visit leader must: 

• Ensure the overall maintenance of good order and discipline during the visit 
• Ensure that adequate arrangements are planned and implemented for the safety 

and well-being of all participants, staff and pupils/students, whilst on the visit 
• Ensure that all members of staff are fully briefed as to their roles and 

responsibilities and have required resources available to them to ensure all 
children’s needs are met ( registers, learner group info)  

• Ensure that group leaders are appointed with proper regard to their experience and 
competence to undertake the tasks assigned to them 

• Ensure parents are informed of any changes to itinerary/travel time via mobiles 
and social media during the visit.  

• Have school mobile and be in contact with other staff on trip by mobile. 
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• Evaluate the trip on completion Appendix 8 ( or on Evolve for type 2)  
 
 
 
 

 
All staff must: 

• Be aware of the expectations placed upon them and should appreciate the nature 
of their relationship to the pupils/students and other staff.  

• Fully understand, and be comfortable with, their role before accepting their place 
on the visit. 

• Conduct themselves in a matter compatible with their own safety and with the 
safety and well-being of the pupils 

• Inform the visit leader if they are unsure of their ability to perform any supervisory 
function requested of them 

• Recognise the limits of their responsibilities and act within these at all times 
• Report to the visit leader any concerns they may have concerning pupils/students 

behaviour or well-being during the visit 
• Have mobile contact with trip leader 

 
Greater levels of responsibility will normally be assigned to teachers and associate staff 
than to adult helpers. 
 
The nominated Group Leaders: 
Group leaders, whether teachers or adult helpers, have a common law duty of care 
towards the children in their charge.  Group leaders must recognise their responsibilities 
for: 

• Maintaining good order and discipline 
• Ensuring the safety and well-being of the pupils/students in their care 
• Informing the visit leader of any incident involving the pupils in their care which 

has implications for the students  health and safety, general welfare or the good 
order of the visit as a whole 

 
 
Staff:student ratios 
 
Depending on setting, time of day, age of students and staff qualifications. For example: 
residential’s must be staffed 1:10 by an adult. DOFE walking groups 1:7. Students visiting 
London Theatre at night 1:10 . Local visit into town in the day 1:15. ( Note: When walking 
students it is advised staff should be placed at the front and at the back . ) When trip leader 
is also the driver of the minibus another member of staff must be on the trip with them for 
support. 
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Trip Request Form Appendix 1  
 
 
 

Visit Leader:  

Additional staff required:  Staff name: Cover implications: 

 
 

 

Year Group: 10-11  

Proposed date of visit:  

Have you checked the Partnership 
calendar/school diary for clashes or 
assessments? (give info of any 
relevant detail) 

 

Destination:  

Timings:  

Breakdown of costs for group:  

Cost per student: 
( including cover required @£30 a 
single per staff out) 

 

Will cover be required for the group 
leader or any of the additional 
staff? (Including any duties)  

 

How does it support the curriculum?  

Have you read the Partnership’s 
Educational Visits Policy and 
understood the different roles and 
procedures involved? 

 

 
□ Initial approval given in principle (subject to appropriate planning – please refer to the 
steps in the Partnership’s Educational Visits policy) 
□ Declined (with reason): approved by EVC  
 
Signature:                                                                                     Date: 
Head of School 
Copy to be returned to EVC and the named Visit Leader 
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Annual local visits parent permission Appendix 2  
 
 

Dear Parents/Carers, 
 
Visits and trips are an important part of the curriculum we offer to the students at Castle 
Manor Academy. In their evaluation of the impact of learning outside the classroom, the 
Office for Standards in Education (Ofsted) said, 
 

‘When planned and implemented well, learning outside the classroom contributed 
significantly to raising standards and improving students’ personal, social and 
emotional development.’ 

 
As much as we possibly can we aim to provide learning with a real life context. This 
includes the use of local off site visits. Throughout the academic year all students will be 
involved in a number of local off site visits including visits to other schools, regular 
sporting fixtures and local places of interest within walking distance or through using a 
minibus, that take place within the school day.  
 
Rather than completing various permission slips throughout the year we are asking all 
parents/carers to sign the tear off slip below, giving permission for their child to take part 
in local off site visits. Parents/carers will be advised in advance of all local off site visits.  
 
For trips/visits including adventurous activities, requires a financial contribution, use of a 
coach or those that require departing/returning outside of the school day, separate 
permission will be sought on each occasion. 
 
Yours sincerely 
 
 
Mrs V Whitcombe 
Headteacher 
 
&……………………………………………………………………………………………………........................ 

CASTLE MANOR ACADEMY – LOCAL OFF SITE VISITS 
 

NAME OF CHILD …………………………………....……   DATE OF BIRTH….......…………....  
 
TUTOR GROUP ..............…. 
 
VISIT TO: LOCAL OFF SITE VISITS  
 
I consent to my child taking part in the visits and activities indicated. I acknowledge that the staff 
will be liable in the event of any accident only if they have failed to take reasonable care of my 
child during the visit. 
 
Unless you have notified the academy already, please use the reverse of this slip to state, in 
confidence, any health or other matter concerning your child of which staff should be aware that 
may be relevant to these visits. 
 
Signed: …………………………..  Dated: ………………………….. 
 
Your name: …………………………..  Your relationship to the child: ………………………….. 
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Record of Local Visit Form Appendix 3 

Name of visit:   

Have you checked DBS for all 

accompanying adults? 

      Yes                    No                            (Please circle) 

Date of visit:  

Departure time from school:  

Arrival time back at school:  

Have you considered 
safeguarding? (Please include on 
risk assessment) 

      Yes                    No                            (Please circle) 

Chain of command in event of emergency: 

Visit leader (to 
contact school in 

emergency) 

  mobile number  

Deputy (to escort 
injured party if 

needed) 

 mobile number  

Additional adults 

 mobile number  

 mobile number  

 mobile number  

 mobile number  

 mobile number  

Name of designated leadership team emergency 

contact at school: 

 

Agreed emergency procedures and first aid cover with emergency contact: 

 

Completed appropriate risk assessments for this trip:  

 
  

 

Signed  ..............................................................   Visit Leader  
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Register 
Name Group Emergency contact 

number 
Relevant Medical 
Information 
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Recording Type 2 trips on EVOLVE Appendix 4  
Trip leaders will receive training and an account to complete online planning for 
Type 2 trips using Evolve for Head, EV ( County approval needed where required 

for residential’s/abroad- to be submitted a Month in advance) 
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Template for Risk Assessment Appendix 5 
NB.  A range of sample risk assessments can be found on Evolve and a prompt 

document is kept with the forms on the User Shared area.    
School/Group:   Destination:  

Purpose:  Visit Leader:  Date:  
 

Potential Risk:  
List here the 
significant risks you 
have identified. 
Consider the venue 
(and transport to 
and from if 
appropriate), the 
group (including any 
special needs or 
challenging 
behaviour), and the 
activity. 

Who 
might be 
affected? 

Risk 
Rating 

Precautions: State 
here the precautions that 
reduce the risk to an 
acceptable level. Include 
precautions already in 
place, and those that 
need to be put in place 
before the activity. If the 
precautions are already 
listed in a separate set of 
procedures, just confirm 
that these will be 
followed. 

Responsibility: 
State who is 
responsible for 
checking that the 
precautions are in 
place. Note any 
specific action required 
(e.g. informing staff 
and participants). 

H M L 
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Trip Costings 
NB. This document, along with a copy of the parent letter, should be submitted to 
the EVC and to the finance team 
Class/year:    

Trip Name:  

Teachers:   

Date of trip:  

Venue:            

Time of leaving school:  

Time returning to school:  

Number of pupils/students:   Number of adults: 

Is cover required? Yes          No 

Cover costs (£60 for each session covered): £ 

Coach required: Yes / No   Size and Cost: 

Minibus required: Yes/No 

minibus@castlepartnership.org.uk 

Cost (£0.70 per mile for the school 
minibus): £ 

Entrance fee: Yes / No Cost: 

Other costs (please specify):  

  

  

  

  

  

Total amount:  

  

Cost per pupil/student:  

 
 

I confirm that I have followed the Castle Manor Academy policy and completed the 
Trip paperwork accurately and in full 
 
Signed __________________________________________________ (Group Leader) 
 
Date ________________________________ 
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To be returned to the Group Leader once paperwork has been checked: 
 
Permission is hereby granted for the educational visit detailed above to take place. 
 
Signed__________________________________________________ (EVC) 
 
Date ________________________________ 
 
Signed__________________________________________________ (Head teacher ) 
 
Date ________________________________ 
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Trips Checklist Appendix 6  
 
 

o I have met all requirements of my employer’s and my establishment’s policies 
relevant to the visit. 

 
o I am confident to lead the visit and have the specific competence to do so, and 

have been judged so by my head / line manager in line with my employer's 
requirements. 

 
o I have planned and prepared for the visit, involving staff and young people in 

the planning and risk management process to ensure wider understanding. 
 
o I have kept my EVC informed at each stage of the planning process. 
 
o I have undertaken a preliminary visit if appropriate or required by 

establishment policy. 
 
o I have defined the roles and responsibilities of other staff (and young people) 

to ensure effective supervision, and have appointed a deputy. 
o I have shared details of the emergency contacts and emergency arrangements 

with key staff. 
 
o  I have obtained parental consent forms (where required), medical details and 

contact details and these have been copied and shared with relevant staff and 
providers. 

 
o Pupil Premium funding has been used to support Pupil premium students and 

parents have been made aware of this and given permission to attend. 
 
o I have checked whether insurance arrangements are adequate. 

 
o Child protection issues are addressed, including DBS checks and processes 

where appropriate. 
 
o I have disseminated relevant information to supporting staff. 
 
o There is access to first aid at an appropriate level. 
 
o Relevant information has been provided to parents and young people, and pre-

visit information meetings have been arranged where appropriate. 
 
o All aspects of the visit (both during and after the event) are evaluated. 
 
o Staff and other supervisors have been appropriately briefed on – 
 

§ the nature of the group, including age, health characteristics, 
§ capabilities, special educational needs, likely behaviour and any 

other 
§ information relevant to the planned activities. 
§ the nature and location of the visit. 

 
The visit is effectively supervised - staffing ratios meet requirements of good practice 
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BOOKING	  TRAVEL	     Mulleys	  	  	  	  	  	  	  	  01359	  230234	  	  	  	  C	  L	  Travel	  	  	  	  01763	  209328 
Suffolk	  Norse	  	  01473	  341500	  	  (	  these	  are	  quick	  to	  respond	  to	  quotes)	  enquiries@suffolknorse.co.uk	  	  
Andrews	  Coaches	  	  andrewscoaches@aol.com	  	  (	  these	  are	  lovely,	  my	  number	  one	  choice	  )	  	  
Give	  the	  bus	  companies	  the	  following	  information:	  

• Date	  
• Destination	  
• Time	  leaving	  school	  
• Time	  leaving	  venue	  
• Number	  of	  seats	  needed	  

Emergency Action Plan for those on the trip Appendix 7 
 

1. Establish nature and extent of emergency: use the list of names (staff and 
pupils/students) to identify all are accounted for and safe 

 
2. Gather staff team and allocate roles and responsibilities: ensure pupils/students 

are supervised; clear on what they need to do to remain safe; administer first aid 
to those who need it; contact emergency on call member of staff.  They will advise 
how parents are to be contacted and informed.  Do not, under any circumstances, 
talk to the media or allow pupils/students to.   

 
3. Get Help: contact the appropriate emergency service, giving: name of group and 

party leader; location; nature of emergency and number of persons injured; action 
taken so far 

 
4. Help arrives: ensure an appropriate adult attends the receiving hospital with any 

pupils/students, taking with them parent consent forms, EHIC, insurance 
documents and passports.  The remainder of the party need to remain 
appropriately supervised and returned to base as early as possible to receive 
support and guidance.   

 
5. Complete accident forms 

 
 

Emergency Action Plan for the Emergency On Call member of staff 
 

1. In the event of receiving an emergency call from a group on a visit remember they 
will be very stressed. You need to remain calm to be able to take down some key 
information without missing anything. Carry out the actions below, as appropriate: 

2. Take down the following information: 

a. Who is calling? 

b. What is their role in the group? 

c. What number can they be called back on should you become disconnected? 

d. What has happened?  What is the nature of the emergency? 

e. What is the number and status of any casualties? 

f. What is their current location? 
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g. What is the total number of people in the party? 

h. Are they staying where they are, or moving? If they are moving, where to? 

i. What help do they require? 

j. What time did the accident happen? 

k. What time is it now? 

3. Reassure them and tell them they will be called back once you have contacted  
(within 30 minutes). 

4. Contact Head teacher/ SWAT .  

 

5. Set up an incident management room and dedicated phone line to deal with calls 
from media and families.  Castle Manor Academy/ SWAT  should agree a factual 
statement to give. 

 
6. Contact pupils/students’ emergency contacts 

 
7. Make arrangements to inform other parents 

 
8. Inform teaching and other school staff – include a caution about talking to the 

media.  They’ll also need guidance on how to offer support to other staff and 
children.   

 
9. Inform pupils 
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EVALUATION OF THE VISIT Appendix 8  
  

To be completed by the Group and returned to the EVC 
 

 
 
Group Leader: 

 

 
Number in Group: 

 
 Boys:                  Girls:               Adults: 

 
Date (s) of Visit: 

 

 
Purpose(s) of Visit: 

 

 
Venue: 

 

 
Please comment on the following features, as applicable: 
 

 Rating out 
of 10 

Comment 

The centre's pre-visit organisation: 
 

  

Travel arrangements: 
 

  

Content of educational programme 
provided: 

  

 
Instruction: 

  

 
Equipment: 

  

 
Suitability of Environment: 

  

 
Accommodation: 

  

 
Food: 

  

 
Evening Activities: 

  

 
Courier/Representative: 

  

 
Other comments and evaluation including 
“close calls” not involving injury or 
damage. 

  

 
Signed: __________________________________Date:______________________________ 
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Appendix 9  

 
Castle Manor Academy Safe Operating Procedures 

 
For Duke of Edinburgh Expeditions on Foot  

In Normal and Open Country 
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Introduction 
 
 
Castle Manor Academy publishes safe operating procedures for the leadership of adventurous outdoor 

activities supervised by Castle Manor Academy employees and volunteers. These procedures are 

reviewed regularly to take on board lessons learned from incidents or near misses and any updated 

guidance from our technical advisers and relevant national bodies.  

 

The Safe Operating Procedures incorporate a generic risk assessment for the activity and define the 

duties of those responsible for ensuring that the precautions identified are in place. The procedures 

include a leader qualification matrix that defines the minimum training and qualifications that must be 

held by activity leaders and the minimum staff to participant ratios that must be observed. 

 

This document contains the Safe Operating Procedures for DofE expeditions and other hill-walking 

ventures in normal and open country. “Normal and open country” includes any terrain in Britain that 

is not defined as Wild Country (see definitions on page 3). Staff are required to follow these 

procedures which have been adopted by this organisation.  

Castle Manor Academy recognises the significant benefits young people gain through taking part in 

DofE and similar expeditions, and applauds the work of teachers and volunteers who devote their 

time to providing these opportunities.  The safety of participants is of the highest priority in the 

leadership of expeditions of this nature, and all reasonable precautions are taken to prevent 

participants coming to harm. At the same time it is recognised that one of the key benefits of 

expeditions of this nature is the opportunity they provide for young people to become self-reliant and 

to assume a measure of responsibility for their own safety, commensurate with their age, maturity, 

training and ability. 

 

 

****************************************** Signature of the Governing Body / Head teacher  

 

****************************** Date  
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DofE Expeditions – Definitions 
 
“Wild Country”   
 
‘Wild country’ is defined in County regulations as mountainous country or uncultivated moorland in 
Britain which is either more than 500 metres above sea level or more than 2.5 km walking distance 
from the nearest motorable tarmac road. All other terrain is defined as “Normal or Open Country”. 
 
 
At the discretion of the head teacher and directors, terrain that qualifies as wild country under the 
above definition may exceptionally be deemed not to count as wild country, for example because the 
path network is obvious and it is not possible to stray far from a road or habitation.  
 
“Normal or Open Country” 
 
Terrain that falls outside the above definition of wild country. Is Low level with easy access to roads.   
 
“Direct Supervision” 
 
Walking groups are under direct supervision when participants are accompanied at all times by a 
competent group leader (as defined in the instructor qualification matrix).  
 
“Close Supervision” 
 
Walking groups are under close supervision if the group is within sight or hearing of a competent 
group leader who can readily intervene if required.  
 
 “Remote Supervision” 
 
Walking groups are under remote supervision where they are not under the direct or close 
supervision of a competent group supervisor.  
 
Groups are also considered to be under remote supervision if they are accompanied by an adult who 
has not been assessed as competent (in accordance with the instructor qualification matrix) to fulfil 
the role of group supervisor.  
 
Note It is good practice for DofE groups under training that a progressive relaxation from direct to 
close to remote supervision takes place provided that adequate time is devoted to teaching the key 
expedition skills. 
 
 
“Expedition Season” 
 
During Spring and Summer . (Not with low temperatures, heavy rainfall or snow. ) 
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Responsibilities of staff managing DofE Expeditions  
 
Visit Leaders 
 
 
On expeditions the visit leader could also be the expedition supervisor.  
 
The visit leader must discharge the following responsibilities.  
 
• Ensure expeditions are approved by EVC and the Head teacher. 
• Ensure all DofE expeditions are recorded on EVOLVE as you would any other visit. 
• Ensure County regulations are followed with regard to insurance and parental consent. 
• Ensure all DofE requirements are met. 
 
Expedition supervisors and group leaders 
 
The expedition supervisor is the adult in overall charge of the expedition, which may comprise of up 
to  three walking groups. 
A group leader is an adult in charge of one group and responsible for their supervision during the 
expedition.  
 
The general responsibilities of expedition supervisors are as follows: 
 
• Ensure that the expedition is supervised in accordance with the staff qualifications and staff-

participant ratios defined in the instructor qualifications matrix (attached). 
• Ensure all staff are familiar with these safe operating procedures. 
• Place no obligations upon staff that are inconsistent with the requirements of these safe 

operating procedures. 
• Ensure any safety equipment (e.g. tents, waterproof clothing, stoves) held by the unit has been 

inspected regularly and maintained or replaced as required. 
• Maintain a system of incident and near miss and equipment defect reporting. 
• Encourage staff to discuss and report safety concerns. 
• Conduct a safety review of the unit’s expedition programme on at least an annual basis. 
 
Detailed responsibilities of expedition supervisors and group leaders are included in the operating 
procedures that follow. The expedition supervisor is responsible for ensuring that these procedures 
are followed. Tasks may be delegated to group leaders at the expedition supervisor’s discretion.  
 
General responsibilities common to all staff 
 
All staff, employees and volunteers have general responsibilities for the safety of the young people 
they work with, as well as for their own safety and that of their colleagues. These general 
responsibilities include: 
 
• Always have regard to their own and others safety 
• Be familiar with and abide by the safe operating procedures for the activities they lead or instruct 
• Abide by safety instructions from their line manager (e.g. expedition supervisor, unit leader, or 

head teacher) 
• Report any safety concerns (including formal incident/near miss/defect reporting). 
 
 
 
 



 

Professional	  	  	  Resilient	  	  	  Optimistic	  	  	  Understanding	  	  	  Driven 
 

Risk Assessment and Safe Operating Procedures for Walking in Normal or Open 
Country under Direct or Close Supervision - Duke of Edinburgh’s Award Groups.   
 
All Duke of Edinburgh’s Award expeditions are supervised by an expedition supervisor who has 
successfully completed the DofE Expedition Supervisors course. 
DofE expeditions under direct or close supervision are organised in accordance with the operating 
procedures below. 
 
 

Risk Control Measure (For detailed responsibilities see procedures 
below) 

Roads • Walking on roads is kept to a minimum 
• Participants are briefed on safe crossing and walking on roads  

Water Hazards • Supervisors brief participants and manage dangers of water hazards 
• Appropriate route planning and supervision is in place near open 

water. 
Camping and Cooking • The County safe operating procedures for camping are followed (see 

separate section). 
Hypothermia • Up to date weather information is obtained for the duration of the 

expedition  
• Supervisors ensure that participants are appropriately equipped for 

the weather conditions 
• Supervisors must ensure that participants have been appropriately 

feed.  
• Flexible route planning is undertaken, appropriate to the ability and 

fitness of the group, and the activity modified as the condition of the 
group, the terrain or the weather dictates. 

Heat Exhaustion 
 

• Suitable clothing is worn in hot weather – eg. sun hats, long sleeved 
tops 

• Participants are advised to apply sun screen when appropriate  
• Participants carry and drink sufficient water (Topped up by 

Supervisor if needed .) 
• The walk is adapted as the condition of the group, the terrain or the 

weather dictates. 

Accidents and other 
Conditions requiring 
Medical Assistance 

• Procedures for summoning the emergency services are in place. 
• Supervisors are briefed on participants’ relevant medical conditions. 
• At least one person with each group has first aid training. 

 
Responsibilities of expedition supervisors and group leaders: 
 
The expedition supervisor is the adult in overall charge of the expedition which may comprise of one 
>three walking groups. A group leader is an adult in charge of one group of participants and is 
responsible for their supervision during the walking activity. The expedition supervisor must ensure 
that all group leaders are competent to fulfil this role.  
 
These procedures apply to expedition walking where participants are accompanied at all times by a 
competent group leader (direct supervision) or where a competent group leader remains within sight 
or hearing of the group, able to intervene readily (close supervision). Participants accompanied by 
other persons are deemed to be under remote supervision.. 
 
The expedition supervisor is responsible for ensuring that the procedures below are followed. Tasks 
may be delegated to group leader at the expedition supervisor’s discretion.  
 
Staffing 
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• Staffing and staff: participant ratios must be in accordance with schools trip policy 1:10 for 
residential ( mixed sex) 1 staff min for each walking group. 

 
• Group leaders, and any additional adults accompanying walking groups must be appropriately 

briefed and understand their responsibilities. 
 
 
Equipment 
 

• All participants must wear appropriate clothing and footwear.  Adequate spare clothing and 
waterproof outer garments must be carried. 

 
• Emergency equipment must be carried with the group including an appropriately stocked, 

checked first aid kit, a whistle, torch and spare batteries and a mobile phone. 
 
 
Conduct of the activity 
 

• The route selected must be: 
 

- appropriate to the needs and abilities of the group in the expected weather conditions; 
- able to be modified in response to changing conditions or participant morale; 
- consistent with the information provided to parents 
 

• Except as permitted under emergency procedures, the group leader must maintain direct or 
close supervision of the whole group at all times, regularly checking that all are present.   

 
• Remote supervision is only permitted when an expedition supervisor has satisfied him or her 

self that each walking group has the appropriate knowledge and skills to walk under remote 
supervision.  

 
• Adequate discipline must be maintained.  If the behaviour of an individual or group is such as 

to create a danger to themselves or others then the group leader must curtail the activity at 
the first safe opportunity. 

 
• The group leader must keep alert to any deterioration in weather conditions, or in the morale 

or physical condition of the group. Group supervisors must ensure participants dress, eat and 
drink appropriately, and be prepared to modify plans if necessary. 

 
• The group leader must brief and carefully supervise participants in the vicinity of open water. 

No swimming may be permitted. Paddling may only be permitted in still or slow moving water 
less than knee deep. 

 
Emergency Planning 
 

• The expedition supervisor and group leader must be familiar with the organisations 
emergency procedures.  

• Group supervisors must carry phone numbers that will permit contact with the expedition 
supervisor. If the expedition supervisor is out of phone contact, the numbers of the 
designated emergency home contacts must also be carried. 

 
• There must be sufficient adults and competent participants with each expedition group to 

affect emergency procedures if required. 
 
• The group leader must have emergency first aid training comparable to the first aid training 

described in the DofE training framework. 
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• Participants' parental contact and medical information must be carried by the expedition 
supervisor and copies left at the activity base or with the designated emergency home 
contacts. Group supervisors must be briefed on participants’ relevant medical conditions. 

 
• Escape routes to locations from which the emergency services could be summoned by 

landline telephone must be pre-planned for all sections of the route. The group leader must 
also carry a mobile phone, but reliance should not be placed solely on mobile phones to 
perform this function. 

 
 
Reporting 
 

• All incidents, accidents, near misses and hazards must be reported to the site manager and   
the  head teacher   using this incident report form.  

• Any safety concerns arising from the activity must be reviewed by the staff involved.  The 
expedition supervisor must ensure that these are communicated to any other expedition 
supervisors involved with the DofE Unit.  If relevant safety concerns should also be 
communicated to County DofE Manager. 

 
 
Incident Report Form                                      Report Number  
To be completed by the injured person or someone acting on his/her behalf 
Section A:  About the incident 
1.   Type of Incident (please tick one box) 
 
           Injury               Ill-Health          Violence (physical or verbal)           Non-injury Incident (near 
miss) 
 
2.   Incident occurred: Date:                        Time:  

3.   Incident reported:  Date:                        Time:  
4.   Where did incident occur? Give accurate description of location and full address 
 
 
 
 
5.   What activity was being undertaken at the time of the incident?   
 
 
 
 
 
6.   Please describe briefly what happened – sketch a picture or take photographs if necessary to assist 
      (continue on a separate sheet if necessary)  
 
 
 
 
 
 
 
 
 
 
 
 
7.   Describe the actions taken immediately following the incident e.g. erected signs/barriers (if 
applicable) 

/ 
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8.   Please describe the injuries/ ill health or damage – if ill health state whether this has been diagnosed   
      by a medical practitioner 
 
 
 
9.   Part(s) of body injured?                                                                                                                       Right / 
Left 
 
 
 
 
10.  Was first aid treatment given?                                                             Yes / No 

11. Name of First Aider attending: J Taylor / A Barratt 
12. Was the injured person taken to hospital?                                          Yes / No  
      If yes, how were they taken and name of hospital? 
 
 
 
 
      Did they remain in hospital for over 24 hours?                                   Yes / No 
Section B:  About the person affected by the incident 
1.  Full Name (please print) 
 
2.  Home address: 
 
 
 
 
 
3.  Male:                       Female:                                     Date of Birth:        Age:  
                                                                       
4.  Is the affected person: Employee:                Member of public:              Pupil: Contractor: 
                   
If person injured is an employee please complete questions 5 and 6. 
5.  If employee, occupation: 

6.  If employee, date of return to work: 

Section C:  Details of person completing form on behalf of injured person or reporting 
a                              non injury incident 
1.  Name:  
2.  Occupation:  
 
3.  Place of work: 
 
 
 
 
 
The injured person should sign and date here if possible.  Alternatively the person completing the form 
should sign. 
 
Print Name: 
 
 
Signature: 
 
 
Date: 
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Guidance Notes  
 
 
The form should be completed legibly in pen or typed and returned to member of staff who 
oversees first aid ( Chris Brown 2018) . 
 
All minor bumps and scrapes should be recorded in a minor bumps book – no form required. 
 
In the event of a Contractor being injured or being the cause of an incident the form should 
be completed.  However it is the responsibility of the Contractors employer to also record the 
incident and report, if necessary, to the HSE. 
 
If an incident occurs which satisfies the conditions of a major injury as outlined in HSE 
Education Information Sheet No 1 (rev2) (attached) this must be reported immediately to 
Safetyboss by telephone 01394 389683.  A report form should be completed and submitted 
by fax or first class mail the same day to Safetyboss. 
 
For all other incidents, over 7 day injury and reportable diseases the form should be 
completed and sent to Safetyboss as soon as possible, but within 8 days of the incident 
occurring, by the following means: 
 
Post: Safetyboss 3 Deben Mill Business Centre, Old Maltings Approach, Melton, 

Woodbridge IP12 1BL 
 
Fax:   01394 389382 
 
E-mail:   info@safetyboss.co.uk 
 
Reportable diseases are ill health conditions caused by specified work activities such as: 
 

1. Cramp of the hand or forearm caused by repetitive work such as typing. 

 
2. Traumatic inflammation of the tendons of the hand or forearm or of the associated 

tendon sheaths caused by repetitive work such as typing. 

 
3. Dermatitis caused by soap, detergents or hair dressing products. 

 
A dangerous occurrence is a major event which needs to be reported to the HSE. The four 
main incidents which may affect schools are: 
 

1. Collapse of a scaffold over 5 metres high. 

 
2. Failure of a load bearing part of any lift or lifting device. 

 
3. Collapse of a wall or floor in the school. 

 
4. Fire causing suspension of normal work for more than 24 hours. 
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These must be reported immediately by telephone to Safetyboss who will decide whether it 
is a reportable dangerous occurrence.  The form must be completed and submitted to 
Safetyboss the same day. 
 
Guidance for completing the form 
 
Section A 
 
Question 1  Identify the reason for completing the form, tick one box. 
 
Question 5  Please include the activity being undertaken.  Examples could be 

participating in a supervised lesson, playing in the playground. 
If it is a pupil injury then the staff/pupil ratio should be identified in this 
section. 

 
Question 6 Give a brief description of the incident.  Note down names of other 

persons involved and/or equipment which has been damaged and 
other relevant details.  Ensure only the facts are recorded with no 
apportion of blame or personal opinion.  If the incident requires further 
investigation you may be required to give further details at a later date. 

 
Question 7  Description of the injury, ill health or damage see examples: 

Death     Exhaustion 
Loss of limb or part of   Asphyxiation  
Loss of finger or toe or part of Inhalation of hazardous substance 
Loss of sight    Sprain/strain 
Fracture    Shock/Trauma 
Dislocation    Animal bite or sting 
Concussion    Skin irritation 
Burn/Scald    Stress 
Bruise/contusion   Eye irritation 
Crush     Pain or discomfort only 
Cut or laceration   Other, not classified 

 
Question 8  Part(s) of the body injured include the following and whether it is the 
right 

or left side: 
   Head     Upper torso 
   Ears     Lower torso 
   Eyes     Leg 
   Neck     Foot 
   Arms     Toes 
   Fingers   
 
Section B 

Section B only to be completed if an injury has occurred as a result of 
an incident. If no injury, go straight to Section C. 

 
Section C 

If the form is completed by someone on behalf of the injured person or 
if they are reporting a non injury incident they should record their 
details in this section. 
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The injured person should sign the form if possible, where they are 
unable to do so the form should be signed by the person completing 
the form. 

 
 

 
Leader Qualification Matrix  for DofE Expeditions on Foot in Normal or Open 
Country 
 
 
General Key: 
 
Main Activity, Sub-Activity and Venue: 
 
These first three columns define the activity and venue to which the qualifications apply. Where there 
is more than one row for the same activity and venue, this indicates that there is more than one 
staffing regime permitted, as confirmed in the remaining columns.  
 
Technical Adviser 
 
This column confirms the qualification held by our technical adviser in this activity. 
 
Expedition Supervisor  
 
This confirms the minimum qualification held by the expedition supervisor who must be present in the 
expedition area. 
 
Group Leader 
 
This column confirms the minimum qualification that must be held by the group leader responsible for 
one expedition walking group. Except where remote supervision is specified, this person will 
accompany the group at all times. 
 
Staff Student Ratio 
 
This column confirms the maximum group size and number of groups permitted with the expedition 
supervisor and group leader specified in the previous columns.  
 
Note that expedition supervisor must determine an appropriate leader to participant ratio taking 
account of the conditions on the day and the experience and maturity of the group. The ratio can not 
be larger than the staff : student ratio shown below. Frequently a smaller group size will be 
appropriate. 
 
Qualifications 
 
Qualifications are assessed national governing body awards, except where “in-house” or “SCC” is 
indicated. In this case, the qualification of the trainer/assessor is stated. All leaders operating within 
the Operating Authority’s licence must have their status validated. 
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Risk Assessment and Safe Operating Procedures for Walking in Normal or Open 
Country under Remote Supervision - Duke of Edinburgh’s Award Groups.     
 
All Duke of Edinburgh’s Award expeditions are supervised by an expedition supervisor who has a 
relevant national Award (BELA, WGL or ML) or who has successfully completed the DofE Expedition 
Supervisors course organised by the County Duke of Edinburgh’s Award office.  
 
DofE expeditions under direct or close supervision are organised in accordance with the operating 
procedures below. 
 
 

Risk Control Measure (For detailed responsibilities see procedures 
below) 

Getting Lost • All groups carry maps, route cards and compasses 
• All participants are trained in ‘getting lost’ procedures  
• Groups are briefed to stay together unless undertaking emergency 

procedures 
Road Accidents • Walking on roads is kept to a minimum 

• Participants are briefed on safe crossing and walking on roads  
Camping / Cooking • The County safe operating procedures for camping are followed (see 

separate section). 
Hypothermia • Participants carry adequate clothing and equipment for the expected 

conditions and are trained to dress appropriately as conditions 
change. 

• Participants are trained to recognise the conditions that could lead to 
hypothermia and how to take appropriate action. 

• Flexible route planning is undertaken, appropriate to the ability and 
fitness of the group, with routes to be followed in bad weather 
where required. 

• Up to date weather information is obtained before and during the 
expedition and participants briefed accordingly.  

Heat Exhaustion 
 

• Participants carry and are trained to wear suitable clothing and 
protection during hot weather – including sun hats, long sleeved 
tops, sunscreen 

• Participants carry and are reminded to drink enough water during 
the expedition. 

Water Hazards • Supervisors brief all participants on the dangers of water hazards 
• Appropriate route planning and additional supervision is in place near 

open water. 

Accidents and other 
Conditions requiring 
Medical Assistance 

• Group members are aware of participants’ relevant medical 
conditions. 

• Participants have emergency first aid training and have rehearsed the 
appropriate action to deal with an injury or medical emergency, 
including summoning emergency assistance if required. 

 
Responsibilities of expedition supervisors and group leaders: 
 
The expedition supervisor is the adult in overall charge of the expedition which may comprise one or 
more walking groups. A group leader is an adult in charge of one group of participants and is 
responsible for their supervision during the walking activity. The expedition supervisor must ensure 
that all group leaders are competent to fulfil this role.  
 
These procedures apply to expedition walking where the participants are under remote supervision. 
These procedures also apply in circumstances where participants are accompanied by an adult who 
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has not been judged competent to fulfil the role of group leader. Such participants are deemed to be 
under remote supervision for the purpose of these operating procedures. 
 
The expedition supervisor is responsible for ensuring that the procedures below are followed. Tasks 
may be delegated to group leaders at the expedition supervisor’s discretion.    
 
 
 
Staffing 
 

• Staffing and staff : participant ratios must be in accordance with the organisations minimum 
standards for DofE expeditions - see leader qualification matrix  
• Accredited assessors appointed for DofE qualifying expeditions may not normally be counted in 

the ratio as either expedition supervisors or group leaders. The only exception is where they are 
present throughout the expedition, competent to act as group supervisors, and able and willing 
to set aside assessing duties if they are needed to act in a supervisory capacity.   

 
• It is recommended that where more than one group is walking under remote supervision, each 

group has their own group leader, allocated to just the one group, normally for at least a whole 
day.  The leader qualification matrix stipulates that there must always be sufficient staff to 
achieve this level of supervision. 
 

• Group leaders and any other assistant staff must be appropriately briefed and understand their 
responsibilities. 

 
Equipment 
 
• All participants must wear appropriate clothing and footwear.  Adequate spare clothing and 

waterproof outer garments must be carried. Clothing and footwear must be checked prior to the 
group being permitted to walk under remote supervision. 

 
• Each group must carry at least two maps, route cards and compasses. Maps must cove the 

intended route, and sufficient terrain either side of the intended route to include all planned 
escape routes. 

 
• Emergency equipment must be carried including an appropriately stocked, checked first aid kit, a 

whistle, torch and spare batteries and emergency rations.  
 
Conduct of the activity 
 
The decision to permit a group to walk under remote supervision can only be taken by the expedition 
supervisor based on their personal knowledge of the maturity and competence of the participants. 
The following specific conditions must also be met: 
 
• The walking group must have undertaken at least ½ day of walking under direct or close 

supervision in similar terrain for Bronze expeditions and 1 full day for Silver and Gold Expeditions, 
prior to the first occasion on which they are permitted to walk under remote supervision.  

 
• The expedition supervisor must satisfy him or herself that the group: 
 

• possess sufficient navigating ability to undertake the proposed route safely 
• have sufficient experience of the type of terrain that will be encountered 
• have been briefed on any specific hazards likely to be encountered, for example busy roads 

or open water. Note no swimming or paddling in open water is permitted under remote 
supervision. 

• are aware of the precautions to take to prevent heat exhaustion or hypothermia 
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• have sufficient maturity to stay together and take decisions as a group as required. 

• have rehearsed appropriate procedures to adopt should they become lost. 

 
• The route chosen must be: 
 

• Appropriate to the needs and abilities of the group 
• Able to be modified in response to changing conditions, with pre-planned bad-weather 

alternatives where appropriate 
• Consistent with information provided to parents, both in respect of the nature of the route 

and remote supervision arrangements. 
 

• The expedition supervisor must establish a supervision plan which determines where and 
how frequently each walking group should be seen by their supervisor, which must be as a 
minimum twice daily, and for Bronze and Silver expeditions will normally be more frequently.  

 
 
Emergency Planning 
 
• All members of the group must carry the telephone contact numbers needed to make contact 

with their group supervisor, and/or the expedition supervisor. Use of the Expedition Safety Card 
is recommended. 

 
• The group must be competent to affect emergency procedures if required.  These must have 

been practised in the field during prior training. 
 
• At least two group members must have emergency first aid training (as a minimum, attendance 

at the required first aid training given to DofE participants). 
 
• Group members must be aware of participants’ relevant medical conditions. 
 
• The expedition supervisor and group leader must be familiar with the County’s emergency 

procedures. Copies are available on request. 
 
• Participants' parental contact and medical information must be carried by the expedition 

supervisor and copies left with the designated emergency home contacts. Group leaders must be 
briefed on participants’ relevant medical conditions. 

 
• Escape routes to locations from which the emergency services could be summoned by landline 

telephone must be pre-planned for all sections of the route. Each group must also carry a mobile 
phone to facilitate summoning the emergency services and/or contacting the group leader in an 
emergency, but reliance should not be placed solely on mobile phones to perform this function.  

  
Note with DofE groups it may be appropriate to require the mobile phone to be sealed and only 
opened in an emergency.  

 
• Immediately prior to walking under remote supervision the group must be reminded that they are 

now responsible for their own safety and that they cannot rely upon help from their group leader 
even if he or she is planning to meet them en route or be present in the area. A brief reminder of 
emergency procedures is advised at this juncture. 

 


