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Introduction 

 
Middleton Primary School positively promotes the active involvement of all children in 

educational trips and visits. Educational visits are an integral part of the entitlement of every 

pupil to an effective, rich and balanced curriculum. Appropriately planned visits are known to 

enhance the educational, personal and social development of children by enabling them to 

participate in new experiences which cannot be replicated within the classroom. 

 

The benefits of educational visits and journeys include, but are not limited to, the opportunity 

to: 

 

• Enhance learning and raise achievement 

• Develop independence 

• Develop a greater sense of personal responsibility 

• Develop team work 

• Extend, enrich and support the curriculum 

• Develop resourcefulness 

• Develop problem solving skills 

• Face challenges and develop resilience 

• Question values 

• Raise confidence and self-esteem 

• Develop social skills and environmental awareness 

• Extend personal horizons 

• Providing children with a range of enriching experiences 

 

Legal framework 

 
The Governing body of Middleton Primary School, as the employer, has ultimate legal 

responsibility for the health and safety relating to off-site activities and visits. All educational 

visits must therefore be planned and managed in line with current statutory and best-practice 

guidance. 

 

The Health and Safety Executive (2025) and the Adventure Activities Licensing Regulations 

2004 require certain providers of specified adventurous activities (see Appendix 1 for 

definition) to be licensed.  Anyone who provides, in return for payment, these specified 

activities to young persons under 18, must have a licence and abide by its conditions. 

 

Visit organisers, should therefore, as part of their assessment of an activity provider, confirm 

that the provider has satisfied the licensing criteria, including checking the provider’s licence 

expiry and conditions in line with new updates from the HSE (2025.) 

 

Where transport is provided for a charge, the Driver and Vehicle Standards Agency (DVSA) 

guidance under section 19 and 22 of the Transport Act 1985, allows not-for-profit 

organisations to operate without a full PSV operator licence – but only if strict conditions are 
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met, including no profit, motive, correct maintenance and licencing of vehicles and appropriately 

qualified drivers. 

 

 

Scope of the policy 

 
This policy applies to all aspects of off-site visits and outside learning activities, whether they 

take place within or outside of normal working hours, including weekends and holiday periods.  

It includes all elements of those experiences including the journey and any residential element. 

 

Inclusion 

 
Every effort will be made to ensure that outdoor learning activities and visits are available and 

accessible to all, irrespective of additional educational or medical needs, ethnicity, gender, 

sexual orientation or religion. Where a visit involves children with additional needs, every 

reasonable effort will be made to find a venue that is both suitable and accessible and that 

enables the whole group to participate fully and be actively involved. 

 

All reasonably practicable measures will be taken to include all children. The principles of 

inclusion will be promoted and addressed in the planning and delivery of all visits, thus ensuring 

that pupils have:  

 

• An entitlement to participate – every child has the right to access enriching educational 

experiences 

• Accessibility - through direct or realistic adaptation or modifications where required 

• Integration - enabling participation alongside peers in shared experiences 

 

Types of Visit & Approval  

 

There are three types of visit: 
1) Visits/activities within the ‘Local Learning Area’ that are part of the normal curriculum 

and/or those that are routine 

These follow the ‘Middleton Local Learning Area’ Operating Procedure (Appendix 2). Sports 

Fixtures also follow guidance included within the Sports Fixture Policy. 

 
These visits are submitted on EVOLVE under the ‘Local Area Visit’ module and are approved 

by the EVC (Educational Visits Coordinator). 

 

2) Non-residential visits within the UK that do not involve adventurous activities (e.g. 

visits to museums, farms or theme parks) 

These visits are entered onto EVOLVE by the Visit Leader and submitted to the EVC for 

checking. The EVC then submits to the Head for approval. 
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3) Visits that are residential, overseas or involve an adventurous activity. 

These visits are also entered onto EVOLVE by the Visit Leader in collaboration with the 

EVC. The EVC checks this before submitting to the Head for approval. In the case of 

overseas visits, these are also submitted to the Local Authority for approval. 

 

Middleton Primary School uses an online system (EVOLVE) for notification and approval of 

visits. For level 2 and level 3 visits, a member of EVOLVE staff may complete an additional 

check to ensure these visits have been planned correctly (i.e., risk assessments have been 

carried out, staff to pupil ratios are correct etc.)  

 

Roles and responsibilities  
 

Visit leaders are responsible for the planning of their visits and for entering these on 

EVOLVE. They should obtain outline permission for a visit from the EVC prior to planning 

and before making any commitments. Visit leaders have responsibility for ensuring that 

their visits will comply with all relevant guidance and requirements and should seek advice 

from the EVC where necessary. 

 

The Educational Visits Coordinator (EVC) will support and challenge colleagues over 

visits and learning outside the classroom (LOtC) activities. The EVC is the first point of 

contact for advice on visit related matters and will provide training and check final visit 

plans on EVOLVE before submitting them to the Head. The EVC sets up and manages the 

staff accounts on EVOLVE and uploads generic school documents. 

 

The Head Teacher has responsibility for authorising all visits outside the Local Learning 

Area and for submitting those that are overseas to the LA for approval. They are also 

the designated Emergency Contact for trips and will provide support, where necessary, 

if issues arise during trips. 

 

The Governing Body’s role is that of a ‘critical friend’. They challenge and support visits 

by using National Guidance to ensure protocols and operational procedures are adhered 

to. 

 

The Local Authority is responsible for the final approval (via EVOLVE) of all visits that 

are overseas. They also offer support and advice, as required. 
 

 

Effective supervision on visits 

 
Middleton Primary School recognises that staff competence is the single most important 

factor in the safe management of visits. We therefore offer training and guidance as well 

ensuring senior staff supervision on most educational visits. 

 

Employer guidance for off-site visits and outdoor learning provides clear advice regarding the 

assessment of leader competence.  It is an expectation that all Visit Leaders, Deputy Visit 
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Leaders and their assistants have been formally assessed as competent to undertake such 

responsibilities as they have been assigned. 

 

Staffing arrangements for visits must be sufficient to facilitate safe and effective supervision 

of children.  Effective supervision should be determined by risk assessment which includes 

careful consideration of: 

 

• The age and gender (including the developmental age) of the children to be supervised 

• The ability of the children, including their behavioural, medical, emotional and 

educational needs 

• The nature and location of the activity (including the type of activity, duration, skill 

levels involved, as well as the time of year and prevailing environmental conditions) 

• Staff competence 

 

Whilst staffing ratios for visits will vary according to these aspects, this policy recommends 

the following supervisory ratios, in normal circumstances. 

 

• 1 adult for every 8 children for EYFS  

• 1 adult for every 10 children in school years 1-2 

1 adult for every 15 children in school years 3 to 6For residential visits, including visits abroad, 

this policy recommends the following ratios: 

 

• At least 1 staff member for every 10 children 

• At least one male and female staff member for mixed groups, where possible 

• An appropriate number of group supervisors on night standby duty 

 

In all cases there must be a minimum number of two accompanying adults, whatever the size of 

the group. The only exception being for some sporting fixtures, as outlined in the Sports 

Fixture Policy. 

 

The actual ratios of adults to children will be determined through the risk assessment process 

and may need to be in excess of the above levels.  The use of suitable parents or other adult 

helpers may be appropriate provided any necessary checks e.g. DBS are in place. 

 

DBS checks are not required for volunteers or parents who only accompany staff and children 

on one-off outings or trips that do not involve overnight stays.  However, where the 

Headteacher or EVC assess that helpers are likely to have substantial access or unsupervised 

contact with children, a DBS check must be undertaken. 

 
When authorising visits, the EVC and Headteacher will ensure that ratios are sufficient to 

enable effective supervision in accordance with this policy. 
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Risk control 

 
Effective risk management is a fundamental part of the planning and execution of all off-site 

visits and activities.  Staff have a common law duty of care towards all children in their charge 

and the purpose of risk assessment and management is to help children to undertake activities 

safely, and not to prevent activities taking place. 

 

Risk assessments do not need to be complex but should address any significant risks.  However, 

the Headteacher or EVC will ensure that the person assessing the risks is competent to do so. 

 
Risk assessments will be based on the following considerations: 

 

• What are the hazards? 

• Who might be affected by them? 

• What 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? 

 
There are three levels of risk assessment that will be undertaken: 

 
Generic risk assessments:  

Middleton Primary School holds generic risk assessments for a range of routine activities and 

modes of transport, such as travel by minibus or coach and swimming lessons. These risk 

assessments are shared with, and understood by, members of staff. Generic risk assessments 

do not usually need to rewritten unless there is a significant change to the activity, 

environment, or the needs of the children participating. 

 

Specific risk assessments: 

Visit Leaders and supervisory teams collaboratively complete specific risk assessments for 

each trip or visit to address issues not already covered by generic risk assessments These 

assessments use a STAGED approach. 

 

Staffing – consider the experience, competence and number of staff required to support the 

group safely 

Transport – identify specific risks associated with the mode of transport 

Activity – assess the specific activities planned for any additional adjustments 

Group – consider the characteristics of the group, including age, medical needs, Special 

Educational Needs and behaviour considerations. 

Environmental Conditions – identify environmental factors that may affect safety, such as 

weather, terrain and seasonal considerations 

Distance – assess how far the group is travelling and the distance from school and any additional 

measures needed in case of emergency. 
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Site or activity specific risk assessments available from activity providers will support this 

aspect and are used as a starting point for specific risk assessments. 

 

Dynamic/ Ongoing risk assessments: 

These refer to risk assessments carried out in the moment during a visit or activity. Staff 

continually observe what is happening around them and make professional judgements to adapt 

plans, increase supervision, stop an activity or take other actions in order to keep pupils safe.  

 

Planning visits 

 
Planning should reflect the consideration of legal and good practice requirements, ensuring 

that: 

 

• There is a clear purpose for the trip 

• Benefits and learning outcomes that the trip might achieve have been clearly identified 

and recorded to enable evaluation 

• There  are suitably competent and experienced members of staff designated as Group 

Leader and Deputy Group Leader who understand the role’s requirements and are 

confident in fulfilling these roles 

• All staff, including adult volunteer helpers and the children involved have a clear 

understanding of their roles and responsibilities 

• There is an appropriate risk management plan and all participants are aware of the detail 

where it impacts on them 

• Those in a position of parental authority have been fully informed about the nature of 

the trip, particularly any risk entailed and, where appropriate, formal consents have 

been obtained 

• Proportionate assurances have been obtained from any providers 

• There are emergency contingencies, alternative options in place and designated home 

contacts have been identified and briefed 

• All details of the activity provision are available to the emergency contact throughout 

the period of the activity 

 

 

Use of an ‘External provider’ 

 
An ‘External Provider’ is defined as where there is an element of instruction, 

staffing, or guiding for example: 

• Activity centre 

• Ski company 

• Educational tour operator 

• Climbing wall where instruction is provided by climbing wall staff 

• Freelance instructor of adventurous activities 

• Youth Hostel (where instruction is provided) 

• Voluntary instruction where instruction is provided 
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Procedure for Providers that hold an (Learning Outside the Classroom) 

LOtC quality badge 

 
No further action is necessary, other than to check the suitability of the 

provider/venue in relation to the intended aims or learning outcomes for the 

particular group. 

 

Procedure for Providers that do not hold an LOtC quality badge 

 
• Download a Provider Form from Evolve resources. 

• Complete the top section. 

• Send form to the provider. 

• On its return check that it has been satisfactorily completed. 

• Upload the completed Provider Form to Evolve. 

 

 

Preliminary Visits 

 
All visits should be thoroughly researched to establish the suitability of the venue and to check 

that facilities and third-party provision will meet our expectations.  Such information gathering 

is essential in assessing the requirements for effective supervision of children.  This is a vital 

dimension of risk management. 

 

Wherever reasonably practicable, it is good practice to carry out a preliminary visit.  A ‘virtual 

tour’, where available, using the internet could support this.  It is also useful to learn from 

other establishments’ experience of using particular providers. 

 

Where a provider holds accreditation through one of the national provider assurance schemes, 

there should be no need to seek further safety reassurances.  Examples of such schemes 

include: 

- The Learning Outside the Classroom (LOtC) Quality Badge 

- AALS licensing 

- Adventuremark 

- NGB centre approval schemes (applicable where the provision is a single, specialist activity). 

 

Group leaders should be aware that the AALS license is an assurance of safety.  It does not 

accredit educational or activity quality. 
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Emergency Procedures 

 
A critical incident is any incident where events go beyond the normal coping mechanism and 

experience of the visit leadership team.  

This includes events where any member of a group undertaking an off-site activity has either: 

- Been involved in a road traffic accident 

- Suffered a life-threatening injury 

- Suffered a fatality 

- Is at serious risk 

- Been missing for a significant period of time 

- Been involved in an incident that has attracted media attention 

 

Middleton Primary School has a plan in place to deal with any emergency event as well as 

critical incidents (Appendix 3). All staff on visits are familiar with this plan and regular 

training is held.  

 

A home, emergency contact must be established as part of the planning for all trips and 

visits. The home contact will need to be conversant with and act in accordance with 

Middleton Primary School’s critical incident procedure. 

  

When an incident overwhelms Middleton Primary School’s emergency response capability, 

or where it involves serious injury or fatality, or where it is likely to attract media 

attention, then assistance will be sought from the Local Authority. 

 

Insurance cover 

 
Organisers must ensure that adequate insurance cover is in place for any off-site visit, 

including for transport arrangements.  Visit organisers should clarify what cover already exists, 

to identify whether additional cover needs to be obtained.  

 

Provision of transport 

 
All travel arrangements for school trips must be appropriate for the nature of the visit and 

the needs of the group. Organisers must ensure that safety, supervision, and suitability are 

considered at all stages of planning and execution. 

 

Use of Coaches, Minibuses, and Private Vehicles 

• Only vehicles that are roadworthy, appropriately insured, and suitable for passengers 

may be used. 

• Staff or volunteers driving their own vehicles must: 

o Hold a valid driving licence. 

o Have insurance that covers business use and carrying passengers. 

o Ensure the vehicle is roadworthy, including MOT and maintenance checks. 
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o Ensure all children use seat belts or age-appropriate child restraints/boosters at all 

times. 

• When using school minibuses or hired vehicles, drivers must: 

o Hold the correct licence (including PCV or Section 19 permit if required) in 

accordance with DVSA guidance. 

o Comply with legal requirements on drivers’ hours, breaks, and tachographs, if 

applicable. 

o Ensure supervision arrangements are sufficient to minimise driver distraction, 

particularly in minibuses with passengers. 

 

Supervision 

• The level of supervision during travel must be assessed as part of the risk 

management process. 

• Staff must remain vigilant for passenger safety and behaviour and be able to respond 

to any incidents. 

 

Compliance and Documentation 

• All transport arrangements must comply with current UK law. 

• Evidence of the following must be retained: 

o Driver licences and permits. 

o Vehicle roadworthiness and MOT certificates. 

o Insurance covering business use and passenger transport. 

o Records of vehicle checks and supervision arrangements. 

• Where external providers are used (coaches, buses, transport companies), 

confirmation of suitability, safety standards, and insurance must be obtained before 

the trip. 

 

 

Parental Consent 
Consent is not required for activities within the designated Middleton Local Learning Area 

(Appendix 2) that are part of the normal curriculum during normal school time. However, it is 

good practice for parents to be informed in advance that these events are happening. 

 

Specific parental consent must be obtained for all other visits, including sports fixtures. For 

these visits, sufficient information must be made available within the letter to parents so that 

consent is given on a ‘fully informed’ basis. Parents consent online using Arbor. 

 

Charging for visits 

 
In all cases group organisers must ensure that there is a clear financial audit trail for all income 

and expenditure in respect of off-site visits. 
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Middleton Primary School may charge or request voluntary contributions for educational visits 

and journeys in accordance with our Charging and Remissions Policy. Voluntary contributions 

cannot prevent a child from participating in an activity. 

 

Where charges are made for trips involving transport, organisers must ensure that all financial 

arrangements are documented and comply with relevant legal and regulatory requirements. This 

includes ensuring proper accounting, insurance coverage and adherence to to Vehicle and 

Operator Services Agency (VOSA/DVSA) guidance regarding the safe use of vehicles. 

 

Swimming 

 
Swimming lessons are integral part of our curriculum, taking place during normal school hours 

and regularly within key year groups. Swimming lessons are therefore considered a routine 

visit. Lessons provide pupils with water safety skills, physical development, and confidence in 

swimming.  

 

Middleton Primary School holds generic risk assessments for swimming lessons and coach 

transport, which are reviewed annually. However, these must be reviewed more frequently if 

circumstances change, for example a change in venues or unusual conditions. 

 

Swimming lessons are taught by trained swimming instructors and lifeguards remain vigilant at 

all times. Staff supervising swimming lessons must have adequate training and experience. 

Adequate ratios are determined by Milton Keynes Council and are adhered to by Middleton 

Primary School. 

 

Children will use the designated changing facilities provided at the venue. Separate changing 

areas are available for boys and girls to ensure privacy and safety. Staff will supervise students 

in line with safeguarding guidelines but will only enter changing areas in emergencies or when 

required by Individual Risk Assessments to support students with additional or specific needs. 
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Appendix 1 

 

Definition of Adventurous Activities  

 
An adventurous activity, which must have appropriate AALA licencing, is defined as including: 

 

1. Caving 

2. Climbing 

3. Trekking 

4. Water sports 

 

‘Caving’ means the exploration of underground passages (other than those principally used as 

show places open to the public): 

- In parts of mines which are no longer worked; or 

- In natural caves where the exploration of those passages requires, in order to be carried 

out safely, the use of rock climbing or diving equipment or the application of special skills 

or techniques 

 

‘Climbing’ means climbing, traversing, abseiling or scrambling over natural terrain or outdoor 

man-made structures which requires, in order to be carried out safely, the use of equipment 

for, or the application of special skills or techniques in, rock climbing or ice climbing. 

 

‘Trekking’ means journeying on foot, horse or pedal cycle or skiing over terrain: 

- Which is moorland or more than 600 metres above sea level and  

- From which it would take more than 30 minutes travelling time to reach any accessible road 

or refuge. 

 

‘Water sports’ means the use on waters of: 

- Canoes, kayaks or similar craft propelled or steered by paddles held in the hand 

- Rafts (including those which are inflatable or which are improvised from various materials) 

- Sailing boats, windsurfers, sailing dinghies or other craft whose principal means of 

propulsion is the wind but excluding craft in which the construction, equipment and use of 

which is subject to a requirement for a certificate issued pursuant to the Merchant 

Shipping Act 1995(3) or any regulation or order made thereunder. 

 

The following are not covered by the AALA definition/ licensing but each entail different 

risk assessment procedures under general health and safety guidance. 

1) Camping 

2) Working around water margins 

3) Airborne activities 

4) Archery 

5) Angling 

6) ‘Open country’ 

7) Swimming 
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8) Trampolining 

 

‘Camping’ which involves knowledge and use of tents and camping stoves. 

 

‘Working around water margins’ means all learning which takes place around ponds, rivers, 

canals, estuaries, the sea, beaches and cliffs. 

 

‘Airborne activities’ includes all modes of propulsion into the air excluding commercial aircraft 

available to the general public. 

 

‘Archery’ means activities using bows and arrows. 

 

‘Angling’ includes all types of fishing including the use of boats and the river bank. 

 

‘Open Country’ is defined as land above 300m, or more than 1km from vehicular access. 

However, this is an arbitrary boundary and there may be occasions when this definition is 

inappropriate. 

 

‘Swimming’ includes all forms (excluding publicly lifeguarded pools) 

 

‘Trampolining’ – The Association for Physical Education (AfPE’s) view is that trampolining is 

suitable for teaching in secondary schools only. AfPE currently recommends that schools do 

not arrange visits for pupils to Trampoline Parks.  

 

 

Appendix 2 

 

Middleton Local Learning Area 

 

General 

Visits/activities within the ‘Local Learning Area’ that are part of the normal 

curriculum and/ or are routine follow the Operating Procedure outlined below. 

 

These visits/activities: 

• Do not require parental consent, unless they involve an activity with 

additional risk 

• Do not normally need additional risk assessments / notes (other than 

following the Operating Procedure below). 

 

Boundaries 

The boundaries of the Local Learning Area are shown on the map below. This 

area includes, but is not limited to, the following frequently used venues:  

• The Poplar Plantation 
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• Ouzel Valley Park (between the V10 and H6) 

• Middleton meadows 

• All Saints Church 

• Milton Keynes Village Pavilion and playing fields 

• Middleton estate and Milton Keynes Village 

• Local schools: Oakgrove Secondary and Primary, Monkston Primary (for 

the purposes of sports fixtures, competitions etc.) 

• Milton Keynes fire station 

 
Operating Procedure for Local Learning Area 

 

The following are potentially significant issues/hazards within our Local 

Learning Area: 

• Road traffic 

• Other people / members of the public / animals 

• Losing a pupil 

• Uneven surfaces (→ slips, trips and falls) 

• Weather conditions 

• Activity-specific issues when doing fieldwork (nettles, brambles, rubbish, 

etc.) 

 

Children are not to cross over the following roads (Redway underpasses to 

be used instead): 

• H6 Childs Way 

• V10 Brickhill Street 
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• H7 Chaffron Way 

• V11 A4146 Tongwell Street 

 

These are managed by a combination of the following: 

• The EVC must give verbal or written approval before a group leaves.  

• Only staff judged competent to supervise groups in this environment are 

approved. A current list of approved staff is maintained by the EVC and 

office. 

• The concept and Operating Procedure of the ‘Local Learning Area’ is 

explained to all new parents when their child joins the school, and a 

synopsis is in the School Prospectus. 

• There will be a minimum of two adults. Numbers will vary depending on 

the number of children, the age of the children, the nature of the 

activity etc.  

• Staff are familiar with the area, including any “no go” areas, and have 

practised appropriate group management techniques. 

• Pupils have been trained and have practised standard techniques for road 

crossings in a group.  

• Where appropriate, pupils are fully briefed on what to do if they become 

separated from the group.  

• All remotely supervised work in the Local Learning Area is done in ‘buddy’ 

pairs as a minimum 

• Pupils’ clothing and footwear is checked for appropriateness prior to 

leaving school. 

• Staff are aware of any relevant medical information and ensure that any 

required medication is available. 

• Staff will deposit in the office a list of all pupils and staff/adults, a 

proposed route, and an estimated time of return. 

• A designated Emergency Contact ‘back at base’, who is aware of the 

proposed visit/activities, will have been identified beforehand and ensure 

that s/he remains contactable until notified of the group’s safe return. 

• A school mobile is taken and the office will have a note of the number 

• Appropriate personal protective equipment is taken when needed ( e.g. 

gloves, goggles) 

 

 

 

 

 



Trips & Visits Policy 

Middleton Primary School is part of Kingsbridge Educational Trust, a charitable company limited by guarantee 

and registered in England and Wales with company number 09144847. The registered office is at Oakgrove 

School, Venturer Gate, Middleton, Milton Keynes, MK10 9JQ                                                     Page 17 of 20 

 

Appendix 3 

 
Critical Incident Plan 

Emergency Contact(s) 

Middleton Primary School will maintain continuous 24/7 emergency phone 

availability whenever an off-site visit is taking place, including: 

• Evenings 

• Weekends 

• School holidays 

• Overnight residentials 

• Overseas visits 

Mrs Roberts (Headteacher) will be available for contact in case of emergencies. 

The number will be shared with Visit Leaders and Deputy Leaders and will also be 

pre-programmed in the school mobile phone which will be taken on visits. 

Backup contact numbers will be shared and also pre-programmed onto the school 

mobile phone, if for any reason Mrs Roberts isn’t available immediately.  

 

All on-call members of staff must keep their device charged and switched on, 

especially when aware of ongoing visits. They will have the following: 

• A copy of the school’s Emergency Procedures 

• Contact details of all trip staff and participating students 

• Access to communication systems (email, Teams/Zoom, text messaging) 

 

 

On Receiving a Critical Incident Call 

 

Initial Protocol 

Upon receiving a call concerning a possible Critical Incident: 

1. STAY CALM 

2. ASK FOR DETAILS 

• What happened? 

• Exact location? 

• Who is involved? 

• What help is required immediately? 

3. THINK about actions needed and people to contact. 
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4. DECIDE what immediate help is required and begin contacting relevant 

staff/emergency services. 

5. TAKE CHARGE and facilitate the response, remaining in contact with 

relevant parties. 

 

Record Keeping 

Write down all information, including: 

• Timings and people involved 

• People contacted 

• All Actions taken 

• Decisions made 

• Communications sent/received 

• Use the school’s Incident Log template when possible. 

 

Delegation 

Delegate tasks (communication, contacting parents, logging information, etc.) to 

ensure multiple activities can happen concurrently. 

 

Possible Actions 

• Establish a Critical Incident Response Team (CIRT), which may need to 

include the following roles  

o Communications  

o Resilience team/emergency planning officer 

o Press/media officer; 

o Logistics – arranging transportation, accommodation etc. for 

participants, staff and any travelling team; 

o Record/log keeper. 

• Establish a control room in Rachel Robert’s office. This room has unrestricted 

internet access and multiple telephone lines and/or mobile phones (capable of 

calling overseas if necessary) 

• Communication Options: 

Use of: 

• Phonecalls 

• WhatsApp groups (fast group updates) 

• SMS text messaging 

• Email 

• Video conferencing (Teams, Zoom) 
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Rachel Roberts (Headteacher) will facilitate the emergency response and will 

coordinate and maintain links between the trip group and emergency services. 

Rachel Roberts, alongside the CIRT team will maintain links with tour operators, 

insurance companies etc. - as necessary. 

 

Notifications 

Notify appropriate senior roles, such as: 

• Chair of Governors 

• Local Authority  

• CEO of Trust  

• Safeguarding Lead 

 

Deploying a Travelling Team 

Consider a support team to travel to the scene, which may include: 

• Outdoor Education Adviser 

• School senior staff member 

• Translator or linguist (for overseas incidents) 

 

Overseas Incidents 

• Notify the Foreign, Commonwealth & Development Office (FCDO) 

Consular Assistance team. 

• Ensure insurance providers are contacted immediately. 

 

Additional External Support 

If needed, contact: 

• British Red Cross (UK Emergency Response) 

 

Communications Management 

Manage the flow of information carefully to: 

o Parents 

o Staff 

o Students 

o Media 

• Prevent rumour circulation 

• Use designated Media Officer (Monica Elliott-Cirigottis) for any press 

communication 

 

Travel Arrangements 

• Make arrangements for the return or onward travel of the group 

• Arrange for the travel of parents (including provision of a suitable escort) to 

the scene/hospital 

 

 Return and Aftercare 

• Arrange reception of group on return 
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• Ensure safe return of students to their parents 

• Provide emotional aftercare and long-term support for all affected 

 

   

Middleton Primary School 

June 2026 


