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SECTION A

The British School in Tokyo: General Guidance on Educational Visits Policy (2015)
Policy Statement
As BST aims to comply with UK best practice, this policy complies with the Education (Independent School
Standards) (England) Regulations 2010 and the Health and Safety at Work etc Act 1974 and subsequent
regulations and guidance.
Further, this policy is supplemented by guidance published by the Outdoor Education Advisers’ Panel (OEAP)
which is made up of expert practitioners from local authorities and is one of several organisations that offer
training for those who assist with, lead or oversee educational visits in schools.
This guidance must be read in conjunction with the School’s published guidance on safeguarding and child
protection, and BST earthquake procedures.
RESPONSIBILITIES
1. At the British School in Tokyo, in keeping with our BRITISH learner profile, we believe that pupils derive a good deal of
educational benefit from taking part in visits, trips and expeditions with their school. In particular, they have the
opportunity to undergo experiences not available in the classroom. Visits help to develop a pupil’s curiosity and
investigative skills while longer trips and expeditions, particularly residentials, encourage resilience and greater
independence.
2. Most school visits take place without incident and it is clear that teachers are already demonstrating a high level of
safety awareness. The potential hazards to which this policy refers is certainly not intended to discourage teachers. No
amount of planning can guarantee that a visit will be totally incident free, but good planning and attention to safety
measures can reduce the number of accidents and lessen the seriousness of those that do happen nonetheless. The
management of health and safety on visits is clearly part of a school’s overall policy on health and safety. Rather than
trying to cover every eventuality this policy sets out basic principles, leaving further specific detail to teachers’
professional judgement.
Currently, the job of organising trips falls under the oversight of the Deputy Heads, who ensure that all school employees
taking pupils on trips understand what is required of them. This document is designed to help all who wish to take pupils
on school trips, and give guidelines and advice to ensure that the trip runs as safely as possible.

Legal Framework
3. The UK Management of Health and Safety at Work Regulations 1992, made under the 1974 Act, require employers to:




Assess the risks of activities;
Introduce measures to control those risks;
Tell their employees about these measures.

Also under the Health and Safety legislation employees must:
 Take reasonable care of their own and others’ health and safety;
 Co-operate with their employers over safety matters;
 Carry out activities in accordance with training and instructions;
 Inform the employer of any serious risks.
4. These duties apply to all school visits, trips and expeditions. Teachers and other staff in charge of pupils also have a
common law duty to act as any reasonably prudent parent would do in the same circumstances.

Approval of Visits
5. There is a written procedure in both Primary and Secondary for arranging visits (this can be found in the staff
handbook section on the network). This includes procedures for the approval of specific types of visit.
6. Timely DHT and/or HT agreement must be obtained before any visit takes place. This may require wider discussion at a
meeting of the relevant (Primary/Secondary) Senior Leadership Team, or the School’s Strategy Group.
7. The DHT should ensure that visits comply with regulations and guidelines provided by the school’s own health and
safety policy. The DHT should ensure that the group leader is competent to monitor the risks throughout the visit.
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8. The DHT should ensure that:
Adequate child protection procedures are in place;
 All necessary actions have been completed before the visit begins;
 The risk assessment has been completed and appropriate safety measures are in place;
 Training needs have been assessed by a competent person and the needs of the staff and pupils have been
considered;
 The group leader has experience in supervising the age groups going on the visit and will organise the group
effectively;
 The group leader or another teacher is suitably competent to instruct the activity and is familiar with the
location/centre where the activity will take place.
 Group leaders are allowed sufficient time to organise visits properly;
 Non-teacher supervisors on the visit are appropriate people to supervise children;
 Ratio of supervisors to pupils is appropriate;
 Parents have signed consent forms;
 Arrangements have been made for the medical needs and special educational needs of all the pupils;
 Adequate first-aid provision will be available;
 The mode of travel is appropriate;
 Travel times out and back are known including pick-up and drop-off points; and a list of this information is
handed to the school office.
 There is adequate and relevant insurance cover;
 S/he has the address and phone number of the visit venue and has a contact name;
 A school contact has been nominated (this may be the Principal or Head Teacher) and the group leader has the
details;
 The group leader, group supervisors and nominated school contact have a copy of the agreed emergency
procedures;
 The group leader, group supervisors and nominated school contact have the names of all the adults and pupils
travelling in the group, and the contact details of parents;
 There is a contingency plan for any delays including a late return home.

Group leader
9. One teacher, the group leader, should have overall responsibility for the supervision and conduct of the visit and
should have regard to the health and safety of the group. The group leader should have been appointed or approved by
the HT or DHT. The group leader should:




















Obtain the DHT’s prior agreement before any off-site visit takes place;
Follow school regulations, guidelines and policies;
Appoint a deputy;
Clearly define each group supervisor’s role and ensure all tasks have been assigned;
Ensure that all those attending or involved in the visit know who is in charge at any time and that all supervisors
and external providers are clear about their responsibilities
Be able to control and lead pupils of the relevant age range;
Be suitably competent to instruct pupils in an activity (and provide proof where necessary) and be familiar with
the location/centre where the activity will take place;
Be aware of child protection procedures, safer recruitment procedures and volunteer vetting procedures;
Ensure that adequate first-aid provision will be available;
Undertake and complete the planning and preparation of the visit including the briefing of group members and
parents;
Undertake and complete a comprehensive risk assessment;
Review regularly undertaken visits/activities and advise the DHT where adjustments may be necessary;
Ensure that teachers and other supervisors are fully aware of what the proposed visit involves;
Have enough information on the pupils proposed for the visit to assess their suitability or be satisfied that their
suitability has been assessed and confirmed;
Ensure the ratio of supervisors to pupils is appropriate for the needs of the group;
Consider stopping the visit if the risk to the health or safety of the pupils is unacceptable and have in place
procedures for such an eventuality;
Ensure that group supervisors have details of the school contact;
Ensure that group supervisors and the school contact have a copy of the emergency procedures;
Ensure that the group’s teachers and other supervisors have the details of pupils’ special educational or medical
needs which will be necessary for them to carry out their tasks effectively;
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Observe the guidance set out for teachers and other adults below.

Teachers
10. Must do their best to ensure the health and safety of everyone in the group and act as any reasonable parent would
do in the same circumstances. They should:



Follow the instructions of the group leader and help with control and discipline;
Consider stopping the visit or the activity, notifying the group leader, if they think the risk to the health or safety
of the pupils in their charge is unacceptable.

Adult volunteers
11. Trip organisers must be aware of and apply satisfactory safeguarding measures for visits where there are non-teacher
adult volunteers. In particular, visits which involve an overnight stay will require any non-teacher adult volunteers to:





be DBS checked (or the nearest possible equivalent);
provide references;
be made aware of the school’s safeguarding, child protection and safe working expectations before the visit;
be the subject of a risk assessment which details appropriate supervision of the volunteer.

12. Non-teacher adults on the visit should be clear about their roles and responsibilities during the visit. Non-teacher
adults acting as supervisors must:





Do their best to ensure the health and safety of everyone in the group;
Not be left in sole charge of pupils except where it has been previously agreed as part of the risk assessment;
Follow the instructions of the group leader and teacher supervisors and help with control and discipline;
Speak to the group leader or teacher supervisors if concerned about the health or safety of pupils at any time
during the visit.

If volunteers on day-trips do not have an enhanced DBS check, this should be noted on the risk assessment for the trip
and appropriate safeguards and supervision put in place. Risk assessments for visits involving non-teacher adult
volunteers must be discussed and signed off by the DHT and the HT, who can advise on appropriate safeguards and
supervision.

Responsibilities of pupils
13. The group leader should make it clear to pupils that they must:






Not take unnecessary risks;
Follow the instructions of the leader and other supervisors including those at the venue of the visit;
Dress and behave sensibly and responsibly;
Be sensitive to local codes and customs;
Look out for anything that might hurt or threaten themselves or anyone in the group and tell the group leader or
supervisor about it.

14. Any pupils whose behaviour may be considered to be a danger to themselves or to the group may be stopped from
going on the visit. The curricular aims of the visit for these pupils should be fulfilled in other ways wherever possible.

Parents
15. Parents should be able to make an informed decision on whether their child should go on the visit. The group leader
should ensure that parents are given sufficient timely information in writing and are invited to any briefing sessions.
16. The group leader should also tell parents how they can help prepare their child for the visit by, for example,
reinforcing the visit’s code of conduct. Parents should also be asked to agree the arrangements for sending a pupil home
early and who will meet the cost.
17. At BST communication with parents is generally in English. However, for some visits and trips special arrangements
may sometimes be necessary for parents for whom English is a second language.
18. Parents will need to:



Provide the group leader with emergency contact number(s);
Sign the consent form;
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Give the group leader information about their child’s medical, physical and dietary health which might be
relevant to the visit (by means of the consent form).

PLANNING
19. Whether the visit is to a local park, museum or swimming pool, or includes a residential stay in Tokyo, further afield
within Japan or abroad, it is essential that formal planning takes place before setting off. This involves considering the
dangers and difficulties which may arise and making plans to reduce them. The DHT must satisfy him/herself that the
person planning the visit is competent to do so and has the necessary relevant experience.

Risk assessment
20. A risk assessment must be completed by the group leader well before the visit, and should be approved by the DHT.
21. A risk assessment for a visit need not be complex but it should be comprehensive. Specialised information for some
visits may be necessary and the DHT should ensure that the person assessing the risks is competent to do so. Risk
assessments forms can be found on the network. The DHT is always available to help with the completion of these forms.
22. A formal assessment of the risks that might be met on a visit should have the aim of preventing the risks or reducing
them to the lowest practicable level. Pupils must not be placed in situations which expose them to an unacceptable level
of risk. Safety must always be the prime consideration. If the risks cannot be contained then the visit must not take place
or an alternative activity or Plan B should be considered, where appropriate.
23. The risk assessment should be based on the following considerations:







What are the hazards?
Who might be affected by them?
What are the existing safety measures in place?
What further safety measures need to be in place to reduce risks to an acceptable level?
Can the group leader put the safety measures in place?
What steps will be taken in an emergency?

24. The person carrying out the risk assessment should record it and give copies to all teachers on the visit, with details of
the measures they should take to avoid or reduce the risks. The DHT should also be given a copy so that approval, as
necessary, can be given with a clear understanding that effective planning has taken place.
25. Frequent visits to local venues such as swimming pools do not need a written risk assessment every time. A written
generic assessment of the risks of such visits should be made at regular intervals, and careful monitoring should take
place by the DHT.
26. If there is a generic risk assessment already in place for a specific trip or activity, the group leader may (where
appropriate) carry out a dynamic risk assessment by reviewing the generic risk assessment form and taking into account
all the relevant factors, including the specific characteristics and needs of the pupils attending the visit before embarking
on it.
27. Regardless of the type of the visit, the group leader must be prepared to re-evaluate and/or reassess the risks whilst
the visit is taking place taking into account of any relevant changes in circumstances or factors such as fatigue or changes
in the weather. If the risks become unacceptable the visit shall be terminated and/or a Plan B activity carried out instead.

Planning Visits
Before booking a visit through any outside agency, the group leader should obtain a written or documentary assurance
that providers such as tour operators have themselves assessed the risks and have appropriate safety measures in place.
28. The group leader should take the following factors into consideration when assessing the risks:









The type of visit/activity and the level at which it is being undertaken;
The location, routes and modes of transport;
The competence, experience and qualifications of supervisory staff;
The ratios of teachers and supervisory staff to pupils;
The group members’ age, competence, fitness and temperament and the suitability of the activity;
The special educational or medical needs of pupils;
The quality and suitability of available equipment;
Seasonal conditions, weather and timing;
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Emergency procedures, including earthquakes;
How to cope when a pupil becomes unable or unwilling to continue;
The need to monitor the risks throughout the visit.

Exploratory visit
29. An exploratory visit should be made by any teacher who is to lead a group abroad or on a residential visit, or who is
to instruct or lead the group in an outdoor activity such as trekking in a location that is not familiar to them.
30. In other cases the group leader should undertake an exploratory visit, wherever that is possible, to:








Ensure at first hand that the venue is suitable;
Meet the aims and objectives of the school visit;
Obtain names and addresses of other schools who have used the venue;
Obtain advice from the manager;
Assess potential areas and levels of risk;
Ensure that the venue can cater for the needs of the staff and pupils in the group;
Become familiar with the area before taking a group of young people there.

31. If in the last resort an exploratory visit is not feasible then the group leader will need to consider how to complete an
adequate assessment of the risks. A minimum measure would be to obtain specific information by letter from the venue,
from other schools who have recently visited it, and perhaps from local organisations. The appropriate DHT or HT must
confirm approval of such assessments.
32. Many schools will take new groups of pupils to the same location each year. As some factors will change from year to
year, it is prudent to re-assess the risks each time, even when the group leader stays the same. It may be useful to
evaluate each completed visit and keep a record.

Other considerations
33. Other factors which should form part of the planning stage include:















The facilities/equipment the group will need to take on the visit;
The facilities/equipment to be provided at the venue;
Staff training needs;
The designation of someone to record the details of the visit and to carry accident forms etc;
Transport arrangements;
Insurance arrangements;
Information to the provider;
Communication arrangements;
Supervision ratios;
Contingency measures for enforced change of plan or late return;
Information to parents;
Preparing pupils;
Emergency arrangements – particularly with regard to earthquakes if the visit is to take place within Japan;
Arrangements for sending pupils home early.

34. Further information on these issues is provided in subsequent sections.

Financial planning
35. AT BST most residential and day trips costs are included in the school fees. The group leader should ensure that
should there be a cost, parents have early written information, how much will come from school funds, and how much
each parent will be charged or asked to contribute. Parents should be given enough time to prepare financially for the
visit. It may be useful to break the costs down into subsections such as travel, hostel, meals etc.
36. Where possible, trips that make up part of the compulsory curriculum for all pupils should be paid for out of school
funds. Teachers should consult the DHT for advice.
37. The group leader should liaise with the Finance Department for advice on financial arrangements and their
management.
38. The group leader should set out how much personal pocket money the pupils are advised to take, and where
necessary ensure it is looked after.
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First aid
39. First aid should form part of the risk assessment. Before undertaking any off-site activities the Deputy Head or the
group leader should assess what level of first aid might be needed. On any kind of visit the group leader should have a
good working knowledge of first aid and ensure that an adequate first-aid box is taken (obtainable from the nurses). For
adventurous activities, visits abroad or residential visits it is sensible for at least one of the group’s teachers to be a fullytrained first-aider. All adults in the group should know how to contact the emergency services.
40. The minimum first-aid provision for a visit is:



A suitably stocked first-aid box;
A person appointed to be in charge of first-aid arrangements.

Other considerations when considering first-aid needs should include:
 The numbers in the group and the nature of the activity;
 The likely injuries and how effective first aid would be;
 The distance to the nearest hospital.

Ratios
41. It is important to have a high enough ratio of adult supervisors to pupils for any visit. The factors to take into
consideration include:











Age and ability of group;
Pupils with special educational or medical needs;
Nature of activities;
Experience of adults in off-site supervision;
Duration and nature of the journey;
Type of any accommodation;
Competence of staff, both general and on specific activities;
Requirements of the organisation/location to be visited;
Competence and behaviour of pupils;
First aid cover.

42. Group leaders should consult the guidance provided on the staff handbook regarding adult:pupil ratios for trips
involving/not involving overnight stays and discuss with the relevant DHT if necessary.

SUPERVISION
Vetting suitability
43. The visit leader must ensure that guidance on the vetting of volunteers is followed: see ‘Adult Volunteers’, above.

Supervisors’ responsibilities
44. All adult supervisors, including teachers and parent/volunteer helpers, must understand their roles and
responsibilities at all times. It may be helpful to put this in writing. In particular, all supervisors should be aware of any
pupils who may require closer supervision, such as those with special needs or those likely to cause trouble. Teachers
retain responsibility for the group at all times.

Competences if leading an adventure activity
45. If the school is leading an adventure activity, such as canoeing, the Group Leader must ensure that the correct
qualifications are held by the person(s) taking the activity.

Head counts
46. Whatever the length and nature of the visit, regular head counting of pupils should take place, particularly before
leaving any venue. All supervisors should carry a list of all pupils and adults involved in the visit at all times. It may be
helpful (especially if the visit is to a densely populated area) to dress the pupils in the same clothing (uniform, tracksuit
etc) to make them easily identifiable. Pupils should not usually be required to wear name badges.

Remote supervision
47. The aim of visits for older pupils may be to encourage independence and investigative skills, and some of the time, on
expeditions and for fieldwork, they may be unsupervised. The group leader should establish during the planning stage of
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the visit whether the pupils are competent in remote supervision. The group leader remains responsible for pupils even
when not in direct contact with them.
48. Parents should be told, before the visit, whether any form of remote supervision will take place.

Child Protection
49. The School's safeguarding and child protection policy and procedures will apply at all times during off site visits.
Any incident amounting to an allegation or suspicion of abuse which occurs whilst on the visit must be dealt with
immediately, in accordance with the policy and procedures, by contacting:
The CPO at BST: Deeanne Bell (DHT – Primary - mobile: 080-4791-1508), James Thomas (DHT–Secondary-mobile: 0804660-3030).
If the allegation or suspicion relates to the behaviour of a member of staff, then the Head Teacher must be informed
directly: Kirsten O’Connor (Primary HT), 090 9134 8733, oconnor@bst.ac.jp, Chris Nicholls (Secondary HT) 080 4453
4211 or in their absence Brian Christian (Principal) 080 4903 3355

Smoking and Alcohol
50. The below is intended to clarify the School rules and to establish some principles about smoking and drinking with
respect to holiday activities, expeditions and other outside events as well as occasions at school.
Smoking
51. Smoking by pupils is forbidden on all occasions, including during School trips. All buildings are non-smoking areas in
line with current legislation.
Alcohol
52. It is essential to remember that in organising School expeditions, sports tours etc, we accept responsibility for the
pupils and must take all reasonable precautions. In organising any event or educational visit no alcohol is to be offered to
pupils,
53. The School rules for pupils state that licensed premises are out of bounds and that no alcoholic drinks may be
brought to School at any time.
54. The drinking of alcohol by pupils or staff during most school events or visits is usually forbidden as any accident after
drinking could have serious repercussions. There may be rare, specific occasions when this requirement is relaxed, but
only after consultation with the relevant Head Teacher or the Principal.
55. Drinking alcohol and then driving is unacceptable at any time.
56. Failure to adhere to the School rules relating to smoking and the consumption of alcohol is a disciplinary matter.

PREPARING PUPILS
General
57. Pupils who are involved in a visit’s planning and organisation, and who are well prepared, will make more informed
decisions and will be less at risk. Providing information and guidance to pupils is an important part of preparing for a
school visit. Pupils should clearly understand what is expected of them and what the visit will entail. Pupils must
understand what standard of behaviour is expected of them and why rules must be followed. Lack of control and
discipline can be a major cause of accidents. Pupils should also be told about any potential dangers and how they should
act to ensure their own safety and that of others.

Participation
58. The group leader should ensure that the pupils are capable of undertaking the proposed activity. Pupils should be
encouraged to take on challenges during adventurous activities but should not be coerced into activities of which they
have a genuine fear.
59. Pupils whose behaviour is such that the group leader is concerned for their safety or for that of others should be
withdrawn from the activity. On residential visits the group leader should consider whether such pupils should be sent
home early. Parents and pupils should be told in advance of the visit about the procedures for dealing with misbehaviour,
how a pupil will be returned home safely and who will meet the cost.
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Inclusion
60. The School will make every effort and make all reasonable adjustments to ensure that all pupils are able to take a full
and active part in off site visits and that they are accessible to all, irrespective of disability, special educational or medical
needs, ethnic origin, religion, gender, sexual orientation etc.
61. The School will only consider preventing a pupil from attending an off-site visit as a last resort and will only do so
following consultation between the School, the pupil and the parent(s) and only then if the refusal is a proportionate
means of achieving a legitimate aim, for example because of an unacceptable risk to the health and safety of the pupil
concerned or others on the visit.
62. The School will work with parent(s) and pupil(s) in order to agree a way forward in respect of the proposed off site
visit and retain a written record of the steps taken and the final decision.

Information to pupils
63. The group leader should decide how information is provided, but must ensure that the pupils understand key safety
information. For some pupils on overnight visits it will be their first experience away from home on their own and in the
close company of other pupils. Pupils should understand:
• The aims and objectives of the visit/activity;
• The background information about the place to be visited;
• Basic Japanese/foreign words where appropriate;
• Relevant Japanese/foreign culture and customs;
• How to avoid specific dangers and why they should follow rules;
• Why safety precautions are in place;
• Why special safety precautions are in place for anyone with disabilities;
• What standard of behaviour is expected from pupils;
• Appropriate and inappropriate personal and social conduct including sexual activity;
• Who is responsible for the group;
• What to do if approached by anyone from outside the group;
• Rendezvous procedures;
• What to do if separated from the group;
• Emergency procedures.
64. For residential visits all group members should carry the address and telephone number of the accommodation in
case an individual becomes separated. This applies to exchange visits when pupils will also need to know about any
ground rules agreed between the group leader and host family.
65. Where visits involve multiple activities with differing requirements each activity will need to be assessed and separate
information provided. Pupils should be aware of who is responsible in any instances where the group leader has
delegated responsibility to another member of staff or instructor.
66. If at any time there is a change in the planned schedule new activities should be assessed and pupils provided with
the appropriate information.

Preparing pupils for remote supervision
67. During any time that remote supervision takes place the group leader must ensure that pupils are aware of the
ground rules and are adequately equipped to be on their own in a group. The size of each group should also be
considered. As a minimum pupils should have the following:







Telephone numbers and emergency contacts if lost;
Money;
Maps and plans and any other information for them to act effectively;
A knowledge of how to summon help;
A knowledge of out of bounds areas or activities;
Identity cards and a rendezvous point.

68. It is important that pupils are told not to go off on their own, are given clear instructions about permitted remote
supervised activities and understand and accept the ground rules. See Remote supervision.

Transport and pupils
69. Pupils using transport on a visit should be made aware of basic safety rules including:
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Arrive on time and wait for the transport in a safe place;
Do not rush towards the transport when it arrives;
Wear your seatbelt and stay seated whilst travelling on transport;
Never tamper with any of the vehicle’s equipment or driving controls;
Bags must not block aisles or cause obstructions;
Never attempt to get on or off the moving transport;
Never lean out of or throw things from the window of the transport;
Never get off a vehicle held up by traffic lights or in traffic;
Never run about or pass someone on steps or stairs while transport is moving;
Never kneel or stand on seats;
Never distract or disturb the driver or impede the driver’s vision;
Stay clear of doors after boarding or leaving the transport;
After leaving the vehicle, always wait for it to move off before crossing the road;
If you feel unwell tell a teacher or supervisor.

70. The group leader should ensure that pupils know what to do if they miss the scheduled departure time.

Pupils with medical needs
71. Additional safety measures to those already in place in the school may be necessary to support pupils with medical
needs during visits. Consideration should be given to arrangements for the safe storage and administration of medication
and ensuring sufficient supplies are available for residential visits.
72. All teachers supervising visits should be aware of a pupil’s medical needs and any medical emergency procedures.
Summary sheets held by all teachers, containing details of each pupil’s needs and any other relevant information
provided by parents, is one way of achieving this. If appropriate, a volunteer teacher should be trained in administering
medication, if they have not already been so trained, and should take responsibility in a medical emergency. If the pupil’s
safety cannot be guaranteed, it may be appropriate to ask the parent or a care assistant to accompany a particular pupil.
73. The group leader should discuss the pupil’s individual needs with the parents. Parents should be asked to supply:









Details of medical conditions;
Emergency contact numbers;
Written details of any medication required (including instructions on dosage/times) and parental permission to
administer;
Parental permission if the pupil needs to administer their own medication or agreement for a volunteer teacher
to administer;
Information on any allergies/phobias;
Information on any special dietary requirements;
Information on any toileting difficulties, special equipment or aids to daily living;
Special transport needs for pupils who require help with mobility.

74. Enquiries should be made at an early stage about access and facilities for securing wheelchairs on transport and at
residential centres etc, if appropriate.
75. If ramps are not going to be available in certain places, the organiser may wish to arrange to take portable ramps with
them. As we do not currently hold these in school, the group leader should at an early stage assess whether they will be
essential or if manual handling skills will be required and, if so, whether training should be sought.
76. All teachers supervising the visit should be given the opportunity to talk through any concerns they may have about
their ability to support the child. Extra help should be requested if necessary, eg a care assistant.
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77. If teachers are concerned about whether they can provide for a pupil’s safety or the safety of other pupils on a trip
because of a medical condition, they should seek further information from the pupil’s parents.
78. The group leader should check that the insurance policy covers staff and pupils with pre-existing medical needs.

COMMUNICATING WITH PARENTS
79. Parents should be informed in writing of any offsite activity or visit unless it is a regular part of the school curriculum
of which parents have already been informed via the school calendar and/or letter. Seeking annual consent for such
routine visits may be appropriate.

Information to Parents
80. Before residential visits, or when the pupils are to travel abroad or engage in adventure activities, parents should be
encouraged to attend a briefing meeting where written details of the proposed visit should also be provided. There
should be alternative arrangements for parents who cannot attend or who have difficulty with communication in English.
Parents need to be aware that the teachers and other adult supervisors on the visit will be exercising the same care that
a prudent parent would. The following information on matters that might affect pupil health and safety should be given
to parents:




















Dates of the visit;
Visit’s objectives;
Times of departure and return: parents must have agreed to meet their child on return;
The location where the pupils will be collected and returned;
Mode(s) of travel including the name of any travel company;
The size of the group and the level of supervision including any times when remote supervision may take place;
Details of accommodation with security and supervisory arrangements on site;
Details of provision for special educational or medical needs;
Procedures for pupils who become ill;
Details of any vaccinations or medication required for the visit;
Names of leader, of other staff and of other accompanying adults;
Details of the activities planned and of how the assessed risks will be managed;
Standards of behaviour expected and general group discipline including prohibited items. This information may
take the form of a code of conduct which parents should sign;
What pupils should not take on the visit or bring back;
Details of insurance taken out for the group as a whole in respect of luggage, accident, cancellation, medical
cover, any exceptions in the policy and whether parents need to arrange additional cover;
Clothing and equipment to be taken;
Money to be taken;
The information to be given by parents and what they will be asked to consent to;
On exchange visits, the details of the host families. For example, whether they have hosted any of the school’s
pupils before.

Parental consent
81. If parents withhold consent absolutely the pupil should not be taken on the visit but the curricular aims of the visit
should be delivered to the pupil in some other way wherever possible. If the parents give a conditional consent the HT
and DHT will need to consider whether the pupil may be taken on the visit or not.
82. A parental consent form should be completed for each pupil in the group. Besides conveying the parents’ consent it
could also form the basis for obtaining details required. General issues to consider include:











Any allergies/phobias the pupil may have;
Any medication the pupil is taking (if so what the dosage is and who is to administer it);
Whether the pupil administers their own medication;
Any contagious or infectious diseases suffered within the family during the preceding 4 weeks, and any other
recent illnesses suffered by the pupil;
Any special/medical dietary requirements;
Whether the pupil suffers from travel sickness;
Information on any toileting difficulties;
Whether the pupil has any night time tendencies such as sleepwalking (for residential visits);
The pupil’s ability to swim in the pool or sea and their level of safety awareness;
Any other information which the parent thinks should be known;
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The parental home and daytime phone numbers and addresses;
An alternative contact, with their phone number and address.

83. The contents of a consent form for a parent to sign will vary according to the type of visit. See the DHT for advice.

Medical consent
84. This should form part of the parental consent form. Parents should be asked to agree to the pupil’s receiving
emergency treatment, including anaesthetic or blood transfusion, as considered necessary by the medical authorities. If
parents do not agree to this, the HT may decide to withdraw the child from the visit – given the additional responsibility
this would entail for the group leader.
85. Doctors can be expected to carry out necessary emergency treatment without parental consent but it is possible that
a surgeon in Japan or another country might be reluctant to operate on a pupil unless assured that the group leader had
parental authorisation to agree to such treatment. It may be sensible to include a translation of the medical consent, as
signed by the parent, in Japanese or the relevant foreign language.

Other consent
86. Parental consent should be obtained before pupils are carried in a teacher’s or other adult’s private vehicle.

Early return
87. The group leader should tell parents that they will be expected to fund the early return of a pupil whose conduct
gives cause for concern on a visit.

Contact with parents during the visit
88. The group leader should ensure that parents can contact their child via the school contact and the group leader (two
school mobile numbers) in the event of a home emergency, and that they have a number to ring for information in the
event of an incident during the visit or a late arrival home. Parents should therefore:



Know the destination details;
Be aware of the emergency contact arrangements at home (particularly important during holiday periods when
the school may be closed) and at all the venues the group will visit;

TRANSPORT
Driver licensing and school/hired minibuses
89. Whenever possible, two members of staff should travel in the minibus. If two or more minibuses are heading to the
same destination, they should aim to travel safely in convoy.
90. All members of staff travelling in minibus, should ensure that they have read the school’s latest earthquake
preparation and procedures documents. Risk of earthquake must be included in all risk assessments for transport on
school trips.
91. The minibus driver must:
 Not drive when taking medication or undergoing treatment that might affect their ability or judgement;
 Know what to do in an emergency;
 Know how to use fire-fighting and first-aid equipment;
 Avoid driving for long periods and ensure that adequate rests are taken (at least every 4.5 hours or less, if tired)
when needed;
 Clarify and comply with transport regulations and the requirements of the vehicle’s insurance cover;
 Take into consideration the effects of teaching and the working day;
92. Who can drive a minibus: The school does not currently own a minibus that may be driven by staff. If a trip requires
the use of a hired minibus to be driven by a member of staff, permission must be sought from the relevant Head Teacher
or from the Principal. Before permission is given the factors that will be considered will include the
experience/qualifications of the intended driver; the driver’s familiarity with road conditions and driving regulations in
Japan (or the country in which the trip is taking place); and the nature of the trip itself – including the age-range of the
children and the level of supervision.
93. Private Cars: The school insurance may in some circumstances cover the use of teacher’s cars for transporting pupils.
Check with the DHT for further advice.

General
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94. The group leader must give careful thought to planning transport. The main factors to consider include:
 Passenger safety;
 The competence and training of the driver to drive the proposed vehicle and whether the driver holds the
appropriate valid licence;
 Number of driving hours required for the journey and length of the driver’s day (including non-driving hours);
 Capacity and experience of driver to maintain concentration - whether more than one driver is needed to avoid
driver fatigue;
 Type of journey: will the visit take place locally or will it include long distance driving ie motorways?
 Traffic conditions;
 Contingency funds and arrangements in case of breakdown/emergency;
 Appropriate insurance cover;
 Weather;
 Journey time and distance;
 Stopping points on long journeys for toilet and refreshments;
 Supervision.

Legislation
95. With the help and advice of the Bursar and DHT the Principal should satisfy himself that all travel arrangements,
including the hire of private coaches or buses, are suitable for the nature of the visit.
96. The driver is responsible for the vehicle during the visit.
97. Seat belts: UK law states that all minibuses and coaches that carry groups of three or more children aged between 3
and 15 years inclusive must be fitted with a seat belt for each child. The seats must face forward and seat restraints must
comply with legal requirements. If the provision of seatbelts in coaches or mini buses cannot be guaranteed, parents
should be informed and indicate their consent via the trip consent form.

Supervision on transport
98. The level of supervision necessary should be considered as part of the risk assessment for the journey. The group
leader is responsible for the party at all times including maintaining good discipline.
99. The driver should not normally be responsible for supervision. Driver supervision may be sufficient if a small number
of older children are being taken on a short journey. All group members should be made aware of the position of the
emergency door and first aid and anti-fire equipment on transport. The group leader should also be aware of alternative
routes or means of travel in the event of delay or cancellation.
100. Factors that the group leader should consider when planning supervision on transport include:















Level of supervision that will be necessary on double decker buses/coaches - one supervisor on each deck
should be appropriate in normal circumstances;
Safety when crossing roads as part of the journey- the group leader should ensure that pupils know how to
observe the safety rules (in line with best practice as set out in the UK Highway Code). Pedestrian crossings and
traffic lights or footbridges should be used to cross roads whenever possible;
Safety on buses, trains, ferries and boats – the group leader should make clear to pupils how much or little
freedom they have to ‘roam’. Misbehaviour is a main 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, including earthquakes, and where emergency procedures are displayed;
Booking transport – where possible the group leader should arrange for seats to be reserved well in advance to
ensure that the party can travel together;
Safety of pupils whilst waiting at pick-up and drop-off points and when getting on or off transport. Pupils should
be made aware of safety rules and expected standards of behaviour;
Safety while on stops or rests during the journey - group leaders should plan with the driver sufficient stops at
suitable areas to ensure the safety of all group members including the driver. Drivers of buses and coaches must
comply with legislation covering maximum periods of driving and minimum rest periods;
Safety of the group in the event of an accident or breakdown - the group should remain under the direct
supervision of the group leader or other teachers wherever possible. For guidance in the event of an earthquake,
please see the School’s latest policy and procedures document;
Head counts, by the group leader or another delegated teacher or supervisor, should always be carried out
when the group is getting off or onto transport;
Responsibility for checking that seat belts are fastened;
Consider whether a visible and easily recognisable article of clothing should be worn in common by pupils;
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Pupils should be made aware that they are not allowed access to the driving area at any time;
Group members should be made aware that travel sickness tablets should only be administered to a pupil with
authorisation from the parents.

Hiring coaches and buses
101. The group leader is responsible for ensuring that coaches and buses are hired from a reputable company.
Professional operators of buses and coaches are legally required to be licensed. Schools using operators to transport
pupils should ensure that the operators have the appropriate public service vehicle operators’ licence. When booking
transport, the group leader should ensure that seat belts are available for pupils. Whilst seat belts must be fitted on
coaches that carry groups of children, they are not legally required on most buses. Buses where seat belts are not fitted
are not normally appropriate for visits involving long journeys.
102. If any of the group uses a wheelchair, the group leader should ensure that transport used has appropriate access
and securing facilities. It may be appropriate to use portable ramps.

SECTION B
TRIPS OVERSEAS AND OFF-SITE
1. SCHOOL DAY TRIPS
Arrangements for taking pupils out of school for days or parts of days are as follows:
1. The educational or other experience gained must be judged to be worth the absence.
2. Consult the DHT well in advance to get approval for the trip and to fix the date.
3. Give to the DHT a list of the pupils involved, at least seven working days before the trip.
4. Letter home to parents via pupils to explain arrangements.
5. The letter will be counter-signed by the DHT
Members of staff have the right to object to the absence of individual pupils, but this should be used sparingly, and only
for very good reasons. For secondary pupils in examination years (Y11 -13) academic trips out of school in the last three
weeks of the Spring Term and first half of Summer Term may be taken provided that the circumstances are "special". In
this context, "special" means:
 uniqueness - no alternative dates
 closely linked to the syllabus
 significantly better experience than could be offered in class
 could not be equally well delivered in school by an intermediary (e.g. teacher and/or limited no. of pupils attend
event then report back to wider student body)
When seeking permission to take pupils out of school at this time, please include an explanation of how your bid fulfils
these criteria. The DHT, in reaching a final judgement, will weigh up the merits of a claim.

2. ADVENTURE ACTIVITIES AND EXTERNAL PROVIDERS
Where the main activity is an adventure activity or any activity which is facilitated by an external provider, the group
leader will have regard to the appropriate UK best practice guidance available at that time. For the purposes of this policy
an adventure activity includes, but is not restricted to, winter sports, rock climbing, hill walking, mountaineering, skiing or
scuba diving, white-water rafting, caving, climbing, trekking, water sports or activities in or around water.
An activity may be considered to be adventurous not only due to the nature of the activity itself but also the environment
in which it will take place, to include but not restricted to, activities in areas subject to extremes of weather, temperature
or environmental change, on or near cliffs or steep terrain or in or near water
Anyone who leads an adventure activity will have attained an adequate standard of competence and experience in the
activities undertaken. Where possible this will be verified by reference to accepted standards of competence such as
national governing bodies or association for the sport or activity concerned.
Where no such body can be identified, the School will obtain evidence of the competence of the external provider,
including seeking references from other schools, where appropriate. The level of qualification required should be
matched to the relevant hazards and risks associated with that activity and specific advice can be obtained from the
relevant federations or associations.
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If the group leader assigns the technical instruction of the group to an external provider he/she should agree with the
external provider their respective roles. Everyone must have a clear understanding of the roles and responsibilities of
School staff and external providers.
The group leader and teachers retain responsibility for the moral and emotional well-being of pupils during the activity at
all times and should not hesitate to withdraw them from an activity they judge to be unsafe or causing distress.
Pupils' views should always be taken into account. Pupils who are genuinely reluctant to undertake a particular activity
should never be forced to participate in that activity
The group leader will take appropriate steps to ensure that external providers do not have substantial unsupervised
access to pupils unless this has been authorised and risk assessed by the School. Prior to commencement of any
adventure activity the group leader should be fully satisfied with arrangements for health and safety. In the event that he
or she is not satisfied he or she will consider whether it is appropriate to abort the activity altogether or whether it is safe
and/or appropriate to undertake a Plan B.

3. OFF-SITE ACCOMMODATION AND TRIPS OVERSEAS
Visit organisers may wish to arrange sports, language or cultural exchanges which involve the School’s pupils being
hosted elsewhere in Japan or overseas. In such cases, it will not usually be possible to obtain DBS or equivalent checks on
host families. However, in all cases, trip organisers should work with partner schools/organisations to ensure that
appropriate assurances are obtained before a visit. In particular, trip organisers must ask the school/organisation
providing the host families for details of what assessments have been made of the suitability of families and
accommodation. The host school/organisation’s response must be discussed with the DHT, documented and appended
to risk assessments. For the avoidance of doubt, the host school/organisation’s response does not necessarily need to
include that DBS checks or equivalent have been carried out.
The School will ensure that all off-site accommodation provided for use by pupils on visits is satisfactory and, where
possible, has been assessed by the School before use. Where this is not possible, for example: for exchange visits in
private households and/or on tours and expeditions arranged through external tour operators or organisations, the
School will obtain appropriate assurances that the accommodation provided is of a satisfactory standard by seeking
references from other schools.
In particular, the group leader will ensure that accommodation (including accommodation for field trips, activities and
exercises and camping accommodation) provides:
 sufficient and suitable bed and bedding for each pupil (or the camping equivalent);
 sufficient access to toilet and washing facilities appropriate to the nature of the activity;
 regular provision of sufficient and appropriate food and drink, stored and prepared under sufficiently hygienic
conditions to minimise risk of disease;
 agreement to accommodate group longer term in the case of a major emergency/earthquake in Tokyo;
 the ability to contact medical services, and provision for return to School or home, in case of accident or illness;
 satisfactory and contactable adult supervision who are competent to supervise activities involved and with back
up staffing to deal with emergencies;
 sufficient clothing or equipment which is suitable for the activities to be undertaken, and sufficient to ensure
adequate protection;
 adjustment of activities for any special needs of individual pupils (e.g. disability, asthma, enuresis, dietary needs,
allergies);
 safe storage and provision for administration of any pupils' medication.
 The School rules will apply at all times on all overnight visits and trips abroad.
Pupils staying in off-site accommodation on visits will be supervised at all reasonable times by supervisors or by legally
appointed chaperones or external contractors who have been approved by the School to accommodate and supervise
them on its behalf.
The group leader will ensure that pupils have details of the School's designated point of contact, who will be contactable
at all times. School staff will have daily contact with pupils and regularly discuss any concerns that pupils may have in
relation to their accommodation or care.
Group leaders making their own arrangements should consult with the relevant DHT in order to determine the
procedures in the relevant country for vetting the suitability of external providers, host families and others, including
criminal background checks insofar as these are available and keep a record of checks which are made.
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If the host School, placing agency or external provider does not have appropriate measures in place for carrying out
checks to ensure the health, safety and welfare of pupils, the group leader should seek further assurances and/or
reconsider whether the visit should take place at all.

4. INSTRUCTIONS TO STAFF
The procedures for taking trips which include overnight stays are as follows:
1. Fill in attached form and return it to the relevant DHT. Discuss details if necessary, including possible clashes with
other trips and any risks involved.
2. Await return of form giving DHT's permission.
3. Liaise with:
 Bursar/Finance Team re methods of payment
 HR Manager regarding insurance
 School Nurse regarding any special requirements for individuals
4. First letter to parents giving notification of the proposed trip and provisional
 dates
 travel arrangements
 accommodation arrangements
 teaching staff involved
 cost
 vaccinations or medication required (where appropriate)
5. Second and subsequent letters to parents










Confirming all details in (3) above
Giving precise arrangements for meeting and dispersal
Contact telephone numbers at all stages of the trip
Details of:
insurance
passports and EHIC forms
clothing
pocket money
Rules, regulations and behaviour expected
All activities to be undertaken
Details of any occasions when pupils will be unsupervised
Send parental consent form (specimen copy attached)

6. Receive parental consent forms and monies.
7. Hold a meeting for parents to give more information - advisable, but not mandatory.
8. Complete risk assessment form at least five school working days before departure.

JDB Christian MA
Principal
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