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Trip Request Form 

Name:  

Venue of trip:  

Date of trip:  

Timings:  

There are timetabled interventions on this day: yes / no 

If yes what arrangements have been made?  

Curriculum link:  

 

Year Group/Class attending:  

Number of children: boys:     girls:  

Number of adults: male:      female:  

First aider:  

 

Mode of transport:  

Minimum cancellation date:   

This trip is accessible to all pupils:  yes / no 

If no what reasonable adjustments will be made? 

 

Any other additional details:  

 

Confirmation from Head Teacher: 
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Standard Operating Procedure    
 
Trip Leader responsible for ensuring all control measures have been actioned/are in place. 
 

Hazard  
List significant hazards which may 
result in serious harm or affect 
several people. 

Who may 
be 
affected 

Control Measures 
List existing controls or note where the information may be found. (e.g. 

Information, instruction, training, systems or procedures) 

Trip or fall whilst walking 
 
 

Children 
Adults 
 
 
 
 
 
   

- Trip leader will ensure that all supervising staff are 
competent and understand their roles 
- Safety brief for the children before leaving 
including the procedures for walking on the road. 
- Children to walk in pairs 
- Staffing ratios will be appropriate and sufficient  
- Adult at front, back and throughout the line.  
- Ensure first aid box is taken 
- Mobile phone to be taken by trip leader to ensure 
contact with school/emergency contact 
 

Loss of a child  
 

Children - Trip leader will ensure that all supervising staff are 
competent and understand their roles  
- Safety brief for the children before leaving 
including what to do if they get separated from a 
group 
- Children to walk in pairs 
- Staffing ratios will be appropriate and sufficient  
- Trip leader will ensure that all supervising staff are 
competent and understand their roles 
- Adult at front, back and throughout the line.  
- Regular head count, particularly at arrival/departure 
points, and when separating and reforming groups  
- Mobile phone to be taken by trip leader to ensure 
contact with school/emergency contact 

Crossing roads  
 

Children 
Adults 

- Trip leader will ensure that all supervising staff are 
competent and understand their roles  
- Safety brief for the children before leaving 
including the procedures for crossing the road. 
- Adults briefed on roles when crossing the road 
- Staffing ratios will be appropriate and sufficient  
- Adults to stand on either side of road and stop traffic  
- Use pedestrian crossings where possible, if not 
possible only cross when safe to do so. 
- Crossing opportunities pre-planned 
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- Mobile phone to be taken by trip leader to ensure 
contact with school/emergency contact 
 

Child(ren) become ill 
 
 
 
 
 

Children  - Trip leader will ensure that all supervising staff are 
competent and understand their roles  
- Ensure first aid box is taken 
- Adequate number of staff to ensure that child(ren) 
can be accompanied back to school if they need to and 
remaining children are still adequately supervised 
- Mobile phone to be taken by trip leader to ensure 
contact with school/emergency contact 
 

Dangerous behaviour 
from child(ren) 

Children 
Adults 

- Trip leader will ensure that all supervising staff are 
competent and understand their roles 
- Safety brief for the children before leaving 
including a reminder of behaviour expectations on 
trips 
- Behaviour expectation reminded to all children 
throughout the trip 
- Mobile phone to be taken by trip leader to ensure 
contact with school/emergency contact 
 

Exposure to adverse 
weather conditions 

Children - Check the weather forecast before trip 
- Children to be advised on what appropriate clothing 
to wear 
- Ensure undercover contingency plan is in place 
- Include measures in place on specific risk 
assessment if extreme heat is forecast 
 

Interaction with 
members of the public 

Children - Safety brief for the children before leaving 
including a reminder that children do not interact 
or speak with members of the public 
- Trip leader will ensure that all supervising staff are 
competent and understand their roles 
- Ensure all children are supervised by an adult when 
there are members of the public present 
- Ensure all adults are aware and able to stop 
members of the public if they approach children 
 

Embarking/ 
disembarking from 
vehicle 

Children - Safety brief for the children before leaving 
including a reminder of how to embark and 
disembark vehicles 
- Trip leader will ensure that all supervising staff are 
competent and understand their roles 
- Safe locations are pre-planned and chosen to get 
on/off transport  
- Ensure one staff member is the first on-board and 
last off board 
- One staff member is allocated to stand by and check 
doorway as pupils enter/leave  
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Injury whilst travelling on 
bus/train/coach 

Children 
Adults 

- Safety brief for the children before leaving 
including a reminder of how to behave on public 
transport/coaches 
- Trip leader will ensure that all supervising staff are 
competent and understand their roles 
- Ensure all children are sitting correctly in seats 
- Ensure children are wearing seatbelts if the vehicle is 
equipped with them  
- If children need to stand ensure they hold onto the 
bars at all times 
- Adults are spaced adequately across the children 
 

Vehicle breaks down Children 
 

- Trip leader will ensure all children can disembark 
vehicle safely 
-Trip leader will find an alternative way to travel (if 
using a coach this will be done in conjunction with the 
driver and coach company) 
- Trip leader to notify DHT/HT via the school office of 
breakdown and any impact alternative travel 
arrangements will have on arrival times to venue or 
school 
 

Vehicle is involved in an 
accident 

Children 
Adults 

- Safety brief for the children before leaving 
including a reminder of how to behave on public 
transport/coaches 
- Trip leader will ensure that all supervising staff are 
competent and understand their roles 
- Ensure all children are sitting correctly in seats 
- Ensure children are wearing seatbelts if the vehicle is 
equipped with them  
- If children need to stand ensure they hold onto the 
bars at all times 
- Adults are spaced adequately across the children  
- Trip leader will evaluate the impact of the accident on 
the children and adults 
- Trip leader will ensure all children can disembark 
vehicle safely 
 

Specific risk from an 
onsite activity provided 
by an external company 

Children 
Adults 

- Trip leader to find, be familiar with and have a copy of 
the individual company’s risk assessment for the 
activity 
- Ensure all adults are aware of specific risks identified 
on additional risk assessment 
- Make any reasonable adjustments to reduce risk 
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Specific Risk Assessment     

 
Establishment/Activity:       Date of Trip:  
 
Trip leader: 
 
Accompanying adults: 
 

Hazard  
List significant hazards which may result 
in serious harm or affect several people 
including medical needs. 

Who may 
be 
affected 

Control Measures 
List existing controls or note where the information may 
be found. (e.g. Information, instruction, training, systems 
or procedures) 

Head Teacher Comments 

    

    

    

    

    

    

 
Agreed by Head Teacher: 
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Visit leader is aware of critical incident and stabilises as far as possible 
 
 

 
 

        
Emergency Base    Accompanying    Emergency services  
Contact*     staff members     (if necessary) 
 
 
 
 
 
 
 
Head teacher or AHT in 
Head teacher’s absence 
 
 
 
 
 
Parents or delegates to EBC** 
 
 
 
 
 
Wandsworth Local Authority**  
 
 
 
 
 
The Chair of Governors** 
 
 
 
           Media 
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Appendix 7 

Application for approval for Category A activities 
(i.e. all educational visits, residential visits, sporting and hazardous pursuits) 

 

From  

Establishment  

Address  
(For Correspondence) 

 

Post code  

Tel no  e-mail  

 

Date of outward journey  
Date of return 
journey 

 

Mode of travel  

Destination or places to be 
visited (postal address) 

 

Country(ies)  

Type of accommodation  
Has it been used by you 
before 

Yes / No 

 

Purpose of journey / visit and 
specific educational objectives 

 

Details of the programme of 
activities 
Please give full details of your plans for each 
day or attach a copy (including itineraries, 
routes and special safety measures /   
equipment, campsite grid references…) 

 

Previous experience of this 
venture 

 

Have you pre-visited the site(s)? Yes / No Has a written risk assessment been completed? Yes / No 

If no pre-visit, how will 
preparatory information be 
sought? 

 

 

Emergency contact person(s) telephone number(s) at home (out of office hours) – (only one required if just one 

overnight involved.) 

Contact Person 1  

Contact Person 2  

Emergency contact number at 
destination 
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Name of tour operator or 
company used 

 

Tel no  

Type of financial bonding (e.g. 
ABTA, ATOL, IPT) 

 

Travel arrangements (e.g. 
coach), name and Tel no of 
company 

 

Name of driver if self-drive 
transport is to be used 

 
Is the instructing or leading to be 
undertaken by Centre or Tour Company 
staff 

Yes / 
No 

Name of Insurance Company 
providing cover 

 

 

Name of party organiser  Gender:  M / F 

Name of party leader  Gender:  M / F 

Name of deputy party leader  Gender:  M / F 

 

Name(s) of your professionally qualified staff, e.g. teacher, youth worker 

Name (group leader first) 
Gender 
M / F 

Any activity qualification held relevant  
to the venture, e.g. Open Country, DoE 

Date obtained / 
updated 

    

    

    

    

    

    

Please indicate if any staff will not be present throughout the venture 

Number of support adults (volunteers or other responsible adults) 

Male  Female  

 

Names of First 
Aiders 

 

 

Pupil numbers  

Males  Age range  Including  Over 18 years 

Females  Age range  Including  Over 18 years 

Names of group members with 
specific disabilities 

 

Have any special arrangements 
been made? 
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Proposed hazardous pursuits (if 

any) 
 

 

Adult  / pupil ratio  
Teacher / pupil 
ratio 

 

 

Recommendations for approval  

This approval confirms that we consider the event to have 'significant educational value' and that the 

arrangements are in accordance with the appropriate Council regulations.  We confirm that the party leader 

and other appropriate staff have read the relevant sections of Outdoor Education Regulations and Guidance 

and the safety regulations for the appropriate activities as defined in Safety in Hazardous Pursuits: 

Regulations and Guidance.  

School  

Trip to  Date of trip  

 

1. Head of establishment 

Signature 

 

Date 

 

2. Governing body representative  

Signature 

 

Date 

 

 

 

Please  email the completed and signed form and to: safety@richmondandwandsworth.gov.uk  

Note: Please ensure that you have the two approval signatures required in 1 and 2 above. 

mailto:safety@richmondandwandsworth.gov.uk

