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Policy for Off-Site Activities  
 

  

We view off-site activities as an essential part of each pupil’s life while they are with us at Marnel Junior School. 
The reason for taking children off-site is to give them experiences and create challenges within a controlled and 
safe environment. Part of our educational responsibility is to prepare young children both to cope with the 
unexpected and to take on challenges in later life.    
  

This policy gives a clear framework for the responsibilities of those managing such activities for Marnel Junior 
School  
pupils.  For further details please refer to Hampshire Education Department’s document ‘Off-Site Activities, 
Regulations and Guidance Notes, Revised 1997’.  
  

General Principles  
• The approval of the Headteacher shall be obtained prior to any off-site activity taking place.   

• The Headteacher will need to be satisfied that the activity will be efficiently organised and supervised and 

will, in all circumstances, be appropriate and safe.  

  

Supervision  
• For each group of pupils, the class teacher shall ensure that there will be adequate supervision taking into 

account the programme of activities and the environment to be visited.  

• Unless there are exceptional circumstances, each group will be accompanied by at least two teachers 

from this school, or one teacher and one Learning Support Assistant.  

• Newly Qualified teachers may organise and will attend off-site visits, but they must be accompanied by a 

more experienced member of staff.  

• The overall ratios of pupils to adults will not exceed the limit specified by Hampshire Education 

Department which is:  
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Success through Care and Opportunity  

  

Risk Assessment.  

A comprehensive risk assessment is carried out by the group leader before the proposed visit. It will assess the 
risks  which might be encountered on the visit and will indicate measures to prevent or reduce them. The risk 
assessment  should be based on the following considerations:  
  

• What are the hazards?  

• Who might be affected by them?  

• What safety measures are needed to reduce risks to an acceptable level?  

• Can the group leader put the safety measures in place?  
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• What steps will be taken in an emergency?  

  Plan B planning  
  

Staff planning an off site activity should make a preliminary visit to the venue in order to carry out an off site risk 
assessment. It is important to take into account the probable weather conditions at the time of the year proposed  
for the trip and the party leader should take careful account of the facilities available. They should also assess the  
site’s suitability with regard to the age and any particular needs of the children. They will also consider the 
venue’s  own approach to health and safety.  
  

It is important to assess and record any health, safety or security issues that are identified during the preliminary  
visit. Any such issues will be taken into account when the final decision is made on whether the visit should proceed. 
The lead adult will need to complete a risk assessment, itinerary, group lists, medical lists and attending adults 
before the trip and put all of the information on Evolve so that it can be digitally signed by the EVC and the 
Headteacher once checked.   
  

Pre-Visits  
• When organising a visit it is desirable that the party or organiser visits the locality beforehand however, 

trips that are recommended by Hampshire have already had a pre visit performed so this is not always 
necessary.  

• It is vital where there are environmental safety factors to be considered.  

  

Mixed Groups  

• It is recommended that, where possible, a mixed group be accompanied by at least one adult of each sex.  

  

Untrained adults  
• Use of parents / assisting adults – Before parents and other adults are used on visits, it is imperative that 

their role in the specific venture is explained to them and appropriate preparation given.  

• Untrained adults should not be solely responsible for groups in high-risk situations.  

  

Adults supervising at Activity Centres  
• The Headteacher will approve staff for supervision at commercial activity centres who are effective in the 

particular environment.  

• Instructors will follow ratio guidelines.  

• As most commercial centres make it clear that their instructors accept responsibility only for the conduct 
of specific activity sessions, all other supervision is the responsibility of the accompanying staff.  

• Loco parentis remains with the accompanying staff throughout.  
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Minibus Travel  
• Children must only travel in mini buses with seat belts.  

• There must be a second adult in the minibus alongside the driver.    

• It is vital that the driver can concentrate on the safety of the driving and not be distracted by the pupils in 
the bus.  

• It is important that the driver is not pressured to continue driving when tired.  

  

Residential Supervision  
 A ratio of one member of staff to ten pupils will be observed normally for residential trips, with extra adults 

for self-catering groups.  
  

Travel by Coach  
At Marnel Junior School, coaches for the transportation of children will only be used if they are fitted with seat 
belts throughout.  
  

Use of Seat Belts   
In all vehicles it is the responsibility of the leaders to ensure that seat belts are in use at the start of each part of 
the journey and after stops.  
  

Coach Travel – Deployment of Staff  
To ensure adequate supervision, it is essential that supervising staff are spread throughout the coach and are not 
sitting together.  
  

Record of Groups who are Off-Site  
When any group goes off-site the leader must ensure that -   
  

• Accompanying adults have group lists showing:  

their own group responsibility; who is travelling in each vehicle; Medical list the name and 
telephone number of the base contact person who can be contacted in an emergency.  

  

There is a contact person available throughout the duration of the time off-site.  If the stay is for more than one 
night then two different contact adults should be arranged.  
  

• That contact person should have:  

the names of all off-site participants / pupils, including 
adults; the distribution, if in separate groups or vehicles; 
the approximate itinerary;  
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the names and telephone numbers of the travel company (including any coach company involved); 
access to parental home contacts for all involved (including adults);  
details for contacting the Children’s Services’ representative in the event of an 
emergency; Evolve contact details in the event of an emergency mobile phone number 
to contact the person off-site.  

  

The details of these procedures may be modified for very local and routine activities, providing there is always a 
clear record of who is off-site and with whom.  
  

Administrative Staff  
It is vital that administrative staff have full knowledge of children and adults who are off-site, on any occasion. 
They will front line any enquiries and need to be fully aware of all details of the trip.  
  

Use of Mobile Phones  
Staff at Marnel Junior School, when taking pupils off-site, are actively encouraged to take their mobile phone with 
them.  This can provide immediate communication with their base person and can reduce the risk of anxiety.  In 
the event of an emergency, time is often of the essence and a mobile phone may save valuable minutes.  It must 
be remembered, however, that a phone must not be seen as a means whereby good planning can be neglected.  
There are still many geographical areas in which there is no signal and where a phone would be useless.  Staff mobile 
phones will not be used to take any photos of children.  
  

  

  

Reporting Injuries and Accidents  
In line with the HSE guidance, certain work related injuries to a member of staff or child must, by law be recorded 
and reported. The employer is responsible for this, but staff may be asked to prepare the report.   
  

Safeguarding Procedures  
During residential visits while we will adhere to our own Safeguarding / Child Protection procedures, part of the risk 
assessments will include checking to see the residential centre’s own Child Protection procedures. For more 
information please see our Child Protection and Safeguarding Policy and Procedures.  
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