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1 Introduction 
 
1.1 Educational and Off-site visits are activities arranged by or on behalf of the school, and which take 

place outside the school grounds. BKHS King Henry VIII Preparatory staff and the governors of the 
Coventry School Foundation believe that such activities can supplement and enrich the curriculum 
of the school by providing experiences which would otherwise be impossible. All off-site activities 
must serve an educational purpose, enhancing and enriching our children's learning experiences 
and / or their personal and social development.  

 
1.2 In this policy, we seek to establish a clear and coherent structure for the planning and evaluation of 

our off-site visits, and to ensure that any risks are managed and kept to a minimum, for the safety 
and health of all pupils at all times. Within these limits, we seek to make our visits available to all 
pupils, and wherever possible to make them accessible to those with disabilities. The visits may 
take place within the school day, however some begin and end outside of normal teaching hours 
and others are over-night residential experiences.  

 
1.3 This policy has been revised to incorporate the national guidance on school trips produced by the 

Department for Education (DfE) in 2011 and the Health and Safety Executive (HSE) School Trips and 
Outdoor Learning Activities: Tackling the Health and Safety Myths. 

 
2 Aims and objectives 
 
2.1 The aims and objectives of our Educational / Off-site visits policy are to: 

 encourage visits that enhance curricular and recreational opportunities for our pupils and 
provide a wider range of experiences for our pupils than could be provided on the school site 
alone; 

 promote the independence of our children as learners, and enable them to grow and develop 
in new learning environments; 

 set out how visits are to be organised, led and managed, setting out the roles and 
responsibilities of all involved; 

 ensure that all activities have an appropriate and proportionate risk assessment carried out so 
that children will be as safe as possible. However, it is accepted that all activities carry some 
risk but we do not want these risks to inhibit the educational experiences of our children. 

 Ensure that practice at BKHS KHP is in line with the Coventry School Foundation Health and 
Safety guidelines and expectations for such activity 
 

3  Curriculum links 
 
3.1 For each subject in the curriculum, there is a corresponding programme of activities (which 

includes visits to the school by specialists – also see CSF ). Example activities may include:  
 

 English – theatre visits; 
 science – use of the school grounds, local parks, visits to botanical gardens and science 

museums; 
 mathematics – use of shape and number trails in the local environment; 
 history – castle visits, local museums; 
 geography – use of the locality for fieldwork, village trails; 
 art and design – art gallery visits, use of the locality including Coventry Cathedral; 
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 PE – a range of sporting fixtures and extra-curricular activities; 
 music – a variety of specialist music teaching, extra-curricular activities, concerts for parents 

and community members to hear; 
 design and technology – visits to local factories or design centres; 
 ICT – its use in local shops/libraries/secondary schools etc; 
 RE – visits to local centres of worship; 
 PSHE – visits to the fire station or an old people's residential home. 

 
4 Residential activities 
 
4.1 Children throughout Key Stage 2 have the opportunity to take part in residential visits. During each 

year, the level of challenge gradually increases as does the duration of the trip. In addition to the 
Year group trip the school offers a biannual trip for those participating choirs and orchestra. This 
trip is a musical tour to Europe and includes the opportunity to perform abroad at a selection of 
venues.  

 
4.2 The residential visits enables children to take part in outdoor and adventure activities to enrich 

learning in many curriculum areas. This includes linked work in sports, history, geography, science, 
music and the opportunity to apply learning in French during Year 6 when the residential trip is in 
France.  Qualified instructors are used for all specialist activities that we undertake. 

 
5 How visits may be authorised 
 
5.1 The Headteacher will appoint a party leader to be responsible for running the activity. This will 

normally be a teacher employed at the school. It is expected that within a Year Team or 
Department that the organisation of trips over the course of an academic year be fairly spread 
between all team members. It will not automatically be the responsibility of the Year Team / 
Subject Leader.  

 
5.2 The school's educational visits co-ordinator (EVC), will be involved in the planning and management 

of off-site visits. They will: 
 

 ensure that appropriate risk assessments are completed by trip leaders; 
 support the Headteacher in their decisions on approval; 
 advise trip leaders on competent staff to lead and help with trips; 
 organise related staff training; 
 verify that all lead adults, including private car drivers, have had satisfactory DBS checks, and / 

or that the letter from the coach company (see 6.6) assures us that their drivers, too, have had 
suitable checks; (parent helpers need not have a DBS check but will not be left unsupervised 
with children at any point – see Appendix C)  

 ensure contact arrangements are in place for the visit; 
 support the trip leader and admin staff to make sure that all necessary permissions and medical 

forms are obtained; 
 keep records of visits, and ensure that there are regular generic assessments of the risks (for 

example, road-crossing) where there are frequent visits to local venues (for example, a 
swimming facility). 
 

 Staff arranging or otherwise involved in educational / off-site activities must familiarise themselves 
with the regulations, advice and procedures within this policy and all risk assessments associated 
with the activity. 
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5.3 When a member of staff proposes an educational visit or off-site activity they must seek and obtain 
the approval of the Headteacher before any commitment is made on behalf of the school. A 
comprehensive visit plan should be provided by the member of staff to allow for an informed 
decision to be made. 

 
5.4 It is our policy that all children should be able to participate in educational visits. Where a child with 

a disability or specific medical needs is eligible for a trip, we will make every effort to ensure that 
he or she is included. We may seek guidance from parents or carers and the school nurse / family 
doctor (where appropriate) to help us to adapt our programme, and we will make any reasonable 
adjustments to our itinerary to include a child with disabilities. Any such adjustments will be 
included in the risk assessment. 

 
6 Risk assessment 
 
6.1 Under the Health and Safety at Work Act 1974 schools must take reasonable steps to ensure that 

staff and pupils are not exposed to risks to their health and safety. This means when taking children 
off site teachers must make an assessment of any possible risks involved and take all reasonable 
steps to address these risks. Therefore, a 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? 
 What steps will be taken in an emergency? 
 
See Appendices for Risk Assessment Documentation for Schools within the Coventry School 
Foundation.  

 
6.2 If a visit involves outdoor adventure activities such as water sports, climbing or skiing, and is led by 

an external instructor (as would be the case in the Year 4 PGL trip), the school will check that the 
course organiser has an Adventure Activities Licence. 

 
6.3 Staff planning an off-site activity should typically make a preliminary visit to the venue, in order to 

carry out an on-site risk assessment. It is important to take into account the probable weather 
conditions at the time of year proposed for the trip, and the party leader should take careful 
account of the facilities available, with due regard to the proposed size of the group. The group 
leader should also assess the site's suitability with regard to the age and any particular needs of the 
children and will also consider the venue's own approach to security and to health and safety. 
Venues providing instructor-led activities will have their own risk assessments for particular 
sessions, and these assessments may be adopted if it is impractical for the group leader to 
experience the activity beforehand, or if the group leader lacks the skills required to make informed 
judgements about the risks it may involve. 

 
6.4 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 taken on 
whether the visit should proceed, and the visit plan must state both the extent of any risks 
involved, and the measures that will be taken to reduce or eliminate them. The cost of these 
preliminary visits will be borne by the school, and will be built into the overall financial 
arrangements for the visit itself. 
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6.5 An activity should normally have sufficient adults taking part to provide the following minimum 

ratios: 
 one adult to between 10 and 15 pupils in Years 3 to 6; 
 one adult to between eight and ten pupils in Years 1 and 2; 
 one adult to eight pupils in Reception. 
 one adult to four pupils in Nursery.  

 
 Any trip will require a minimum of two adults. However, these are minimum requirements, and 

may not provide adequate supervision in all cases. 
 
6.6 A risk assessment must also cover transport to and from the venue. The coach companies we use 

provide us with a letter detailing all the health and safety measures it routinely takes, including: 
 

 the provision and required use of seat belts; 
 proper vetting of the driver by the police; 
 proper insurance for the driver; 
 details of first aid and emergency equipment; 
 breakdown procedures. 

 
6.7 All risk assessments should be signed by either the Headteacher (or the Deputy Headteacher in her 

absence) or the EVC in advance of the trip taking place. Copies of the completed risk assessment 
will be kept in school by the EVC and distributed to all adults supporting the trip. 

 
7 Transport 
 
7.1 The costing of educational visits and off-site activities should include any of the following that 

apply: 
 transport; 
 entrance fees; 
 insurance; 
 provision of any special resources or equipment; 
 costs related to adult helpers; 
 any refreshments that the school has opted to pay for. 

 
7.2 Transport arrangements will allow a seat for each member of the party. It is our policy only to use 

coaches fitted with seat or lap belts, and to insist that they be worn by all those participating in the 
visit. 

7.3 Where private cars are used for transport, the EVC is responsible for checking that the insurance of 
each driver covers such journeys, and double-checking that each driver has been subject to the 
normal DBS checks (see 5.2). 

 
7.4 Our minibus fleet meets these guidelines, and each seat has a belt. We instruct all children, 

whether travelling by car, minibus or coach, to attach their seat belts. Staff may drive a minibus as 
long as they have held a full licence for two years and are suitably trained.  

 
8 Communication with parents and carers 
 
8.1 The parents and carers of children will be invited to complete an off-sites visit consent form when 

their child joins the school. This allows the school to take children off site without the need for 
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repeated consent forms to be completed for each visit. When children are taking part in an off-site 
activity parents will be provided with the appropriate information about the intended visit. Parents 
and carers will normally be asked to give their permission through ticking a consent box on the 
ParentPay system through which they pay, before a child can be involved in any off-site activities. 
Parents and carers do have the right to withdraw their child from the activity if they so wish. 
Parents and carers will be asked to complete a consent form if the activity involves a higher than 
normal level of risk management or those that take place outside normal school hours. 

 
8.2 Funding for educational and off-site activities is provided mainly by parental contributions. This 

must be made clear to parents and carers in all correspondence about an educational visit at the 
planning stage. Activities taking place in school (for example a visiting theatre company or speaker) 
are paid for from the school budget. 

 
8.4  Parents will always be given a suitable length of time as notice to pay the deposit and final balance 

for any trips.  
 
9 Further health and safety considerations 
 
9.1 All adults accompanying a party must be made aware, by the party leader, of the emergency 

procedures which will apply. Each adult will be provided with an emergency telephone number as 
part of the trip risk assessment. This will normally be the school number, but where an activity 
extends beyond the normal school day, the home telephone number of a designated emergency 
contact will also be provided. 

 
9.2  Before a party leaves school, the school office should be provided with a list of everyone, children 

and adults, travelling with the party, together with a programme and timetable for the activity. 
 
9.3 The safety of the party, and especially the children, is of paramount importance. During the activity, 

the party leader must take whatever steps are necessary to ensure that safety. This involves taking 
note of any information provided by medical questionnaire returns, and ensuring that children are 
both safe and well looked after at all times. 

 
9.4 Prior to an activity, if it is felt that the behaviour of an individual child is likely to compromise the 

safety of others or the good name of the school, the party leader should discuss with the 
Headteacher the possibility of excluding that child from the activity. 
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10 The visit plan 
 
10.1 The visit plan for intended educational visits should consider the following: 

 risk assessment; 
 report on preliminary visit; 
 general information; 
 names, ages, contact details, permission forms, medical records and other relevant details of all 

those going on the visit; 
 travel schedule; 
 accommodation plan (if applicable); 
 full plan of activities; 
 fire precautions and evacuation procedures; 
 intended arrangements for supervision; 
 insurance arrangements for all members of the group; 
 emergency contacts and procedures; 
 general communications information; 
 guidance for party leaders; 
 guidance for the emergency contact and Headteacher; 
 medical questionnaire returns; 
 first-aid boxes. 

 
11 Monitoring and review 
 
11.1 This policy is monitored by the Headteacher and Senior Leadership Team and will be reviewed 

every three years or sooner if necessary. 
 
Date: Autumn 2018 
 
Person (s) responsible: Headteacher, Business Manager/ Educational Visits Co-ordinator (EVC) 
 
Planned review date: Autumn 2021 
 
 
Appendices 
 
 Appendix A – Coventry School Foundation Guidance on School Trips 
 Appendix B - CSF Documentation  
 Appendix C – CSF Emergency Procedures 
 Appendix D – CSF Guidance on Special Needs and Disability Discrimination 
 Appendix E – KHPS Parent helpers’ guidance 
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Appendix A – Coventry School Foundation Guidance on School Trips 
 
3.1 SCHOOL TRIPS 
 

3.1.1 The Governors of Coventry School Foundation require the Head/Group Leader to demonstrate 
that their plans meet legal requirements, the ‘Good Practice Guide on Health and Safety of Pupils on 
Educational Visits’ published by DfES and this Foundation Safety Policy document. 

 
3.1.2 The Headmaster/Headteacher will appoint an Education Visit Co-ordinator (EVC). The 
responsibilities of the EVC will be as follows: 

3.1.2.1 To be a primary source of information for each Group Leader. 
3.1.2.2 Keep on file copies of the DfES publication entitled ‘Health and Safety of Pupils on 
Educational Visits’ and its three supplements. 
3.1.2.3 To be able to provide advice as regards the methodology of completing Visit Risk 
Assessments. 
3.1.2.4 Progressively accumulate examples of School Visit Risk Assessments as an 
information database. 
3.1.2.5 Provide any other assistance that would be commensurate with the above. 

 
3.1.3 Each Head will be responsible for the following: 

3.1.3.1 That the Group Leader is competent. 
3.1.3.2 That the School visit is organised in line with this Policy Statement and utilising 
the forms at Annexes A – D or locally produced forms (provided they reflect the required 
elements in the aforementioned annexes) and Risk Assessment Methodology. 
3.1.3.3 That adequate child protection procedures are in place. 
3.1.3.4 That the Visit Risk Assessment has been completed and appropriate controlling 
action has been taken. 
3.1.3.5 That any training identified by the EVC and the Group Leader as being necessary is 
put in place. 
3.1.3.6 That the Group Leader is allowed sufficient time to organise the visit properly. 

 
3.1.4 The Group Leader will: 

3.1.4.1 Liaise with the EVC. 
3.1.4.2 Correctly follow the procedures laid out in Annexes A – D or locally produced 
forms (provided they reflect the required elements in Annexes A – D). 
3.1.4.3 Be responsible for determining the appropriate supervision ratio according to the 
activity and ages of pupils and ensuring that the supervision, whether academic or non-
academic are competent for the role. 
3.1.4.4 Make sure that child protection information is in place. 
3.1.4.5 Undertake and complete a comprehensive Risk Assessment of all appropriate 
elements of the visit including First Aid requirements (see Section 3.5, Annex B).   
3.1.4.6 As a result of the above, identify what further controlling actions are necessary 
and put these in place. 
3.1.4.7 Schools with EYFS pupils must ensure that they include a paediatric first aider, 
with a current certificate, on their staff list and take an appropriate first aid box. 
3.1.4.8 Ensure that alternative plans and arrangements are in place, should the visit not 
proceed as intended. 
3.1.4.9 Ensure that pupils’ special needs are cascaded down to the supervision. 

 
3.1.4.10 Ensure that any volunteers accompanying residential trips have been DBS 
checked. 
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3.1.4.11 Ensure that a form of mobile communication and an appropriate first aid kit is 
carried whilst away from School on both sporting and educational trips. 
3.1.4.12 Ensure that emergency procedures are set out for each trip and that all members 
of staff are familiar with them.  Guidance is given at Annex E 
3.1.4.13 Ensure that he/she has available a copy of the Group Leader’s Handbook which is 
Part 3 of the supplement to Health and Safety of Pupils on Educational Visits. 
3.1.4.14 Ensure that upon return the trip is evaluated using the form at Annex F and this 
information passed to the EVC for future reference. 
3.1.4.15 Ensure that there are equal opportunities for all pupils by making every effort to 
ensure that school journeys, visits and activities are available and accessible to all who wish to 
participate, irrespective of special or medical needs, ethnic origin, gender, religion etc.  

 
3.1.5 Teachers on Foundation School-led visits act as employees of Coventry School Foundation, 
whether the visit takes place within normal hours or outside these hours, by agreement with the 
Head and Governors. Teachers 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: 

 
3.1.5.1 Follow the instructions of the Group Leader and help with control and discipline. 
3.1.5.2 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. 

 
3.1.6 The Governors of Coventry School Foundation require that non-teacher adults, acting as 
adult volunteers, on the visit are made clear about their roles and responsibilities during the visit. In 
particular, non-teacher adults acting as supervisors must be informed that they should: 

 
3.1.6.1 Do their best to ensure the health and safety of everyone in the Group. 
3.1.6.2 Not be left in sole charge of pupils, except where it has been previously agreed as 
part of the Risk Assessment. 
3.1.6.3 Follow the instructions of the Group Leader and Teacher Supervisors and help 
with control and discipline. 
3.1.6.4 Speak to the Group Leader or Teacher Supervisors if concerned about the health 
or safety of pupils at any time during the visit. 

 
3.1.7  Pupils with Learning Difficulties and Disabilities, Special Educational and Medical Needs.  
Wherever it is feasible, pupils with learning difficulties and disabilities should be included, whilst 
maintaining the safety of everyone in the group. Any problems/limitations should be considered at 
the planning stage and when carrying out the risk assessment. Special attention is made to 
supervision ratios. Each leader, for information, should hold summary sheets containing details of 
the pupil/pupil's special needs. The group leader should discuss the visit with parents of those 
children with special needs to ensure sufficient support is in place for each child and the teacher.  
Guidance is given at Annex H. 
 
3.1.8 It shall be the group leader’s decision, based on all the available information (including risk 
assessments), which pupils should be allowed participate in any particular trip.  Should the group 
leader require any guidance this should be sought from their Heads If there is any dispute the matter 
should be referred to the Foundation which will act as the final arbiter. 
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Appendix B – Coventry School Foundation Documentation 
 
 

COVENTRY SCHOOL FOUNDATION 
 

APPLICATION FOR THE APPROVAL OF EDUCATIONAL VISITS BY HEADS OR 
GOVERNORS OF COVENTRY SCHOOL FOUNDATION 

 
The Group Leader should complete this form as soon as possible once the preparations are complete.  The 
group Leader should have already received approval of the proposed visit in principle and should have 
regularly updated the Head on the progress of the preparations.  The Group Leader should obtain parental 
consent (see Annex B & B1). 
 
Not all sections will be relevant to every proposed visit: 
 
Foundation School/Group:   …………………………………………………………. 
Educational Visit Co-ordinator (EVC): …………………………………………………………. 
Group Leader:    …………………………………………………………. 
 
Categorisation of Visit 

DURATION CATEGORY  ADVENTURE CATEGORY  
1.  Day Trips  a.  Walking in parks or non-remote paths, Field 

studies in non-hazardous environments. 
 

2.  Overnight  b.  Walking in non-remote country, camping, 
cycling, field trips near water. 

 

3.  Abroad  c.  All water activities, climbing, caving, 
skiing, expeditions 

 

Tick both columns 
 
1. Purpose of visit and specific educational objectives: 
………………………………………………………………………………………………………………....... 
…………………………………………………………………………………………………………………... 
…………………………………………………………………………………………………………………... 
…………………………………………………………………………………………………………………... 
 
2. Place to be visited: 
…………………………………………………………………………………………………………………... 
…………………………………………………………………………………………………………………... 
…………………………………………………………………………………………………………………... 
 
3. Dates and Times: 
 
Date of Departure: ………………………………  Date of Return: 
…………………………………. 
Time: ……………………………………………  Time: 
……………………………………………. 
 
4. Transport Arrangements: Include the name of the transport company and vehicle registration 
number(s) (if known) 
…………………………………………………………………………………………………………………... 
…………………………………………………………………………………………………………………... 
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5. Organising Company/Agency (if any): Include license reference number if the body is 
registered with the Adventure Activities Licensing Authority. 
 
Name: ……………………………………….. Address: …………………………………………………. 
…………………………………………………………………………………………………………………... 
Tel: ………………………………………….. License No if registered: …………………………………. 
 
6. Proposed cost and financial arrangements: 
…………………………………………………………………………………………………………………... 
 
7. Insurance arrangements for all members of the proposed party, including voluntary helpers:  Include 
the name of the insurance company. 
 
Insurance Cover: …………………………………… Policy No: …............................................................ 
Address ………………………………………………………………………………………………………..... 
 
8. Accommodation to be used: 
 
Name: ………………………………………………. Address: ………………………………………….. 
…………………………………………………………………………………………………………………... 
Telephone No: …………………………………….. 
Name of Head of Centre (if available): ……………………………………………………………………….. 
 
9. Details of programme of activities: 
…………………………………………………………………………………………………………………... 
…………………………………………………………………………………………………………………... 
 
10. Details of any hazardous activity and the associated planning, organisation and staffing: 
…………………………………………………………………………………………………………………... 
…………………………………………………………………………………………………………………... 
 
11. Names, relevant experience, qualifications and specific responsibilities of staff accompanying the 
party: 
…………………………………………………………………………………………………………………... 
…………………………………………………………………………………………………………………... 
…………………………………………………………………………………………………………………... 
 
Have the above been agreed with the EVC?  YES/NO 
 
12. Names, relevant experience, qualifications and specific responsibilities of other adults accompanying 
the party: 
…………………………………………………………………………………………………………………... 
…………………………………………………………………………………………………………………... 
 
13. Name, address and telephone number of the contact person in the home area who holds all 
information about the visit or journey in case of an emergency: 
…………………………………………………………………………………………………………………... 
…………………………………………………………………………………………………………………... 
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14. Existing knowledge of places to be visited and whether an exploratory visit is intended: 
…………………………………………………………………………………………………………………... 
…………………………………………………………………………………………………………………... 
…………………………………………………………………………………………………………………... 
 
15. Size and composition of the Group: 
 
Age range: …………………………………. 
Number of Boys: …………………………...  Number of Girls: ………………… ……………. 
Adult to pupil ratio: ………………………...  Leader/participant ratio: ………………………... 
 

Type of Visit Recommended Number of Adults 
Local Swimming Pools a.  At least 1 adult for every 20 pupils 

b.  At least 1 adult for every 12 pupils between years 4 and 6 
c.  A higher ratio of adults for pupils below year 4 

Local visits, such as to historical sites a.  At least 1 adult for every 15-20 pupils in Year 7 and above 
b.  At least 1 adult for every 10-15 pupils between years 4 to 6 
c.  At least 1 adult for every 6 pupils in Years 1 to 3 
d.  A higher ratio of adults for under 5’s and reception 

Overnight visits or trips abroad a.  At least 1 teacher for every 10 pupils 
 
16. Information on Parental Consent: 
Information on whether the Group Leader has received all consent forms duly completed and signed(parental 
consent may precede or follow approval):……………………………………………………………………… 
 
Please attach copy of information sheet sent to parents, the parental consent form and the Risk Assessment 
Form. 
 
17. Names of pupils with special educational or medical needs: 
…………………………………………………………………………………………………………………... 
…………………………………………………………………………………………………………………... 
…………………………………………………………………………………………………………………... 
 
18. Risk Assessments. 
 
All completed:  YES/NO   Will be Completed by ………………………… Date 
 
Signed: ……………………………………….. Date: ………………………………………………. 
 
Group Leader full name: ……………………………………………………………………………… 
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COVENTRY SCHOOL FOUNDATION 

PARENTAL CONSENT FOR SCHOOL VISITS AND SPORTING FIXTURES 
 

NOT INVOLVING AN OVERNIGHT STAY FOR ACADEMIC YEAR **** 
 
1. This form is to be sent out to all parents for completion each Academic Year.  Unless 

expressly stated at Paragraph 5, once completed this form will be taken as the parents’ 
authority for their child to take part in any activity authorised by the school and taking place 
during or after the school day.   Visits or activities involving an overnight stay will be 
subject to an authorisation document specific to the activity. 

 
2. Given below are examples of the activities/visits that are included in this authorisation: 
 

a. All sports activities on school grounds or at the Bablake or King Henry VIII sports fields and 
away matches not involving an overnight stay. 
 
b. Visits to local nature reserves, libraries, museums, theatres, historical sites, on foot or by 
transport 
 

3. The school will ensure that: 
 

a. All visits or activities are properly supervised 
 
b. Transport arrangements meet legal requirements 
 
c. Risk Assessments relevant to each activity are available 

 
4. The parent (s) / guardian (s) 
 

a. Agree that ……………………………. may take part in school activities and visits as described 
above. 
 
b. Acknowledge the need for responsible behaviour.  
 
c. Will make arrangement to meet any notified collection time.  

 
5. The parents (s) / guardian (s) 
 
Do not wish to agree to ……………………….. taking part in the activities noted on the separate sheet 
attached to this form. 
 
NB In this case the parent must make an appointment with the school to ensure that any implications are 
fully understood. 
 
Signed by: ………………………  Parent/Guardian (Name):………………………………. 
 
IT IS IMPORTANT FOR YOU TO UNDERSTAND THAT IF YOU DO NOT COMPLETE THIS 
FORM YOUR CHILD WILL NOT BE ABLE TO TAKE PART IN THE TYPE OF ACTIVITIES 
DESCRIBED ABOVE 
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COVENTRY SCHOOL FOUNDATION 

 
PARENTAL CONSENT FOR SCHOOL VISITS AND SPORTING FIXTURES 

 
INVOLVING AN OVERNIGHT STAY 

 
1. This form is to be sent out to all parents/guardian when an overnight stay is involved.  Unless 

expressly stated at Paragraph 5, once completed this form will be taken as the 
parent’s/guardian’s authority for their child to take part in the specific activity notified below.    

 
2. The activity or visit is: 
 
…………………………………………………………………………………………………. 
 
An itinerary is given on the attached sheet.  
 
3. The school will ensure that: 
 

a. The visit or activity is properly supervised. 
 
b. Transport arrangements meet legal requirements. 
 
c. A Risk Assessment is available. 

 
4. The parent (s) / guardian (s) 
 

a. Agree that ……………………………of Form ………. may take part in the activities or visits 
as described above. 
 
AND 
 
b. Acknowledge the need for responsible behaviour.  

 
c. Will make arrangement to meet any notified collection time.  
 
d. Consent to any emergency medical treatment that may be necessary 

 
e. Confirm that their son/daughter is in good health and consider him/her fit to participate 

 
 
5. The parents (s) / guardian (s) 
 
Do not wish to agree to ………………of Form……….. taking part in the visit or activity noted above. 
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MEDICAL 
 
6. Medical Information 
 

a. Any conditions requiring medical treatment, including medication? 
 

YES/NO 

if YES please give brief details: 
………………………………………………………………………………………………………… 
………………………………………………………………………………………………………… 
 
b. Please outline any special dietary requirements: 
…………………………………………………………………………………………….................... 
………………………………………………………………………………………………………… 
 
c. What pain or flu relief may be given if necessary e.g. Paracetamol/Calpol  
Please specify: 
 
 
d. To the best of your knowledge, has your son or daughter been in 
contact with any contagious or infectious diseases or suffered from any 
such condition in the last 4 weeks, please give date of contact (if this 
changes the school must be informed) 
 

YES/NO 

e. Is your son or daughter allergic to any medication?  If ‘Yes’ please 
specify 
……………………………………………………………..………………… 
……………………………………………………………..………………… 

YES/NO 

f. When did your son or daughter last have a tetanus injection? 
……………………………………………………..………………………… 

 

 

SWIMMING ABILITY 

 
7. To be completed if relevant to the activity or visit 
 

a.   Is your child able to swim 50 metres? 
 

YES/NO 

b.   Is your child water confident in a pool? 
 

YES/NO 

c.   Is your child confident in the sea or in open inland water? 
 

YES/NO 

d.   Is your child safety conscious in water? 
 

YES/NO 

 
 
 
Signed by: ……………………………………  Parent/Guardian 
 
Name:  ……………………………………. 
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SCHOOL VISIT CONTACT INFORMATION 

 
1 School:  

 
2 Name of Trip: 

3 Depart on: 
 

4 Return on: 

5 Group Leader: 6 Home Phone: 
 
Mobile: 

 
Emergency Contact Numbers: 
 
During School Hours: 
 
Head: 
 
Deputy/Other: 

 
 
Tel: 
 
Tel: 

Out of School Hours: 
 
Head: 
 
Deputy/Other 

 
 
Tel: 
 
Tel: 

Travel Company: 
 
Name/Address: 
 
Company Travel Rep: 
Insurance/Emergency Assistance: 
Hotel: 
Address: 
 
 
Hotel Contact (e.g. Rep/Manager): 
 
 

 
 
Tel:                                           Fax: 
 
Tel:                                           Fax: 
Tel:                                           Fax: 
Tel:                                           Fax: 
 
 
 
 
 
 
 

Other emergency numbers: 
 
(e.g. telephone tree) 
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COVENTRY SCHOOL FOUNDATION 
 

SUMMARY OF INFORMATION ABOUT PUPILS & ADULTS PARTICIPATING IN A VISIT 
 

NAME ADDRESS NEXT OF KIN CONTACT 
PHONE 

NUMBER 

RELEVANT 
MEDICAL 

INFORMATION 
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COVENTRY SCHOOL FOUNDATION 
 

OFF SITE SWIMMING POOL CHECKLIST 
 

Serial Item YES NO 
1 Is there regular testing of water quality? 

 
  

2 Are accurate signs displayed indicating the depth? 
 

  

3 Is the depth of the water less than 1.5m? (if so diving should not be permitted) 
 

  

4 Is there a resuscitator?  Are lifeguards trained in its use? 
 

  

5 Is there poolside rescue equipment? 
 

  

6 Is there a poolside telephone and an alarm? 
 

  

7 Is an emergency action plan displayed? 
 

  

8 Are normal operating procedures available? 
 

  

9 Is there constant pool supervision? 
 

  

10 Is the swimming pool room, in the case of an indoor pool, locked when not in 
use? 

  

11 Do the supervisors have current National Lifeguard Qualifications? 
 

  

12 Is the number of pupils/students supervised by one qualified adult fewer than 
20? 

  

13 Are the changing facilities in keeping with basic hygiene and personal safety? 
 

  

14 Do the pupils/students know not to leave any group member alone at any time 
in the pool? 
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Appendix C – Coventry School Foundation Emergency Proedures 
 
General 
1 Teachers in charge of pupils during a visit have a duty of care to make sure that the pupils are safe 
and healthy. They also have a common law duty to act as a reasonably prudent parent would. Teachers 
should not hesitate to act in an emergency and to take lifesaving action in an extreme situation. 
 
2 Emergency procedures are an essential part of planning a school visit. 
 
3 If an accident happens, the priorities are to: 
 

a) Assess the situation. 
b) Safeguard the uninjured members of the group. 
c) Attend to the casualty. 
d) Inform the emergency services and everyone. 
e) Who needs to know of the incident. 

 
Who will take charge in an emergency? 
4. The group leader  The group leader would usually take charge in an emergency and would 
need to ensure that emergency procedures are in place and that back up cover is arranged. The group 
leader should liaise with the representative of the tour operator if one is being used. 
 
5. Pre-arranged school home contact The school contact’s main responsibility is to link the group 
with the school, the parents and the LEA (where appropriate), and to provide assistance as necessary.  The 
named person should have all the necessary information about the visit. See Annex C1 for a suggested 
checklist for the named person. 
 
Emergency procedures framework 
6. All those involved in the school trip, including supervisors, pupils and their parents, should be 
informed of who will take charge in an emergency, the named back up cover and what they are expected to 
do in an emergency. 
 
Emergency procedures framework during the visit 
7. If an emergency occurs on a school visit the main factors to consider include: 
 

a. Establish the nature and extent of the emergency as quickly as possible. 
b. Ensure that all of the group are safe and looked after. 
c. Establish the names of any casualties and get immediate medical attention for them. 
d. Ensure that all group members who need to know are aware of the incident and that all group 
members are following the emergency procedures. 
e. Ensure that a teacher accompanies casualties to hospital and that the rest of the group are 
adequately supervised at all times and kept together. 
f. Notify the police if necessary. 
g. Notify the British Embassy/Consulate if an emergency occurs abroad. 
h. Inform the school contact. The school contact number should be accessible at all times during 
the visit. 
i. Details of the incident to pass on to the school should include: nature, date and time of 
incident; location of incident; names of casualties and details of their injuries; names of others  
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involved so that parents can be reassured; action taken so far; action yet to be taken (and by 
whom). 
j. Notify insurers, especially if medical assistance is required (this may be done by the school 
contact). 
k. Notify the provider/tour operator (this may be done by the school contact). 
l. Ascertain telephone numbers for future calls. Mobile phones, though useful, are subject to 
technical difficulties, and should not replace usual communication procedures. 
m. Write down accurately and as soon as possible all relevant facts and witness details and 
preserve any vital evidence. 
n. Keep a written account of all events, times and contacts after the incident. 
o. Complete an accident report form as soon as possible. Contact HSE or local authority inspector, 
if appropriate. 
p. No-one in the group should speak to the media. Names of those involved in the incident should 
not be given to the media as this could cause distress to their families. Media enquiries should be 
referred to a designated media contact in the home area. 
q. No-one in the group should discuss legal liability with other parties. 

 
Emergency procedures framework for school base 
8. Prior to the visit, the name and school and home telephone numbers of a school contact should be 
identified. It is advisable to arrange a second school contact as a reserve.  Head teachers and group leader 
should bear in mind that the contact lines may become busy in the event of an incident and that alternative 
numbers to ring would be useful. 
 
8. The main factors for the school contact to consider include: 
 

a. Ensuring that the group leader is in control of the emergency and establishing if any assistance 
is required from the school base; 
b. Contacting parents. Details of parents’ contact numbers need to be available at all times while 
the group is on the visit. The school contact should act as a link between the group and parents.   
Parents should be kept as well informed as possible at all stages of the emergency; 
c. Liaison with governing body. The school contact should act as a link between the group and 
chair of governors and arrange for the group to receive assistance, if necessary; 
d. Liaison with media contact. If a serious incident occurs, the school contact should liaise with 
the designated media contact as soon as possible; 
e. The reporting of the incident using appropriate forms, if necessary. Some incidents are 
reportable under the Reporting of Injuries, Diseases and Dangerous Occurrences Regulations 1995 
(RIDDOR).  

 
Media contact 
9. The School media contact should liaise with the school contact, the group leader and, where 
appropriate, the emergency services. In the event of an emergency all media enquiries should be referred 
to the media contact. The name of any casualty should not be given to the media. 
 
After a serious incident 
10. It is not always possible to assess whether group members not injured or directly involved in the 
incident have been traumatised or whether other pupils or staff in the school have been affected. In some 
cases reactions do not surface immediately. Schools in this situation have sometimes found it helpful to 
contact local community support services and to seek professional advice on how to help individuals and 
the school as a whole cope with the effects of a tragedy. 
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Appendix D – Coventry School Foundation Guidance on Special Needs and Disability 
Discrimination 
 
 
1.  Disability Discrimination Act 
 
This annex offers guidance to schools on including young people with a disability in educational visits, 
residential courses and field trips. 
 
2. Special Educational Needs and Disability Act & the Disability Discrimination Act 
 
The Special Educational Needs and Disability Act (SENDA) 2001 amends the Disability Discrimination Act 
1995 to prevent discrimination against disabled people in their access to education.   It sets out clearly the 
duty to ensure that education and associated activities (including school trips) in schools/establishments 
are accessible for all young people.  The Disability Discrimination Act 1995 states that it is unlawful: 
 

a. “to treat a disabled pupil or prospective pupil less favourably for a reason relating to his or her 
disability than someone to whom that reason does not apply without justification;” or 

 
b. “to fail to take reasonable steps to ensure that  disabled pupils or prospective pupils are not 
placed at a substantial disadvantage in comparison with non-disabled pupils without justification.”  
This is known as the reasonable adjustments duty. 

 
3 What is a disability? 
 
A person has a disability if he or she has a physical or mental “impairment” that has a “substantial” and 
“long-term” “adverse” effect on his or her ability to carry out “normal day-to-day activities”.  NB young 
people who have had, but no longer have, a disability are also protected from discrimination. 
 
4 What does this mean? 
 

a) “Impairment” – includes sensory difficulties, for example, sight or hearing difficulties. 
b) “Mental impairment” – covers a range of impairments relating to mental functioning, 

including “learning difficulties”.  
c) “Substantial adverse effect” – an effect that is more than minor or trivial. 
d) “Long term” – has lasted 12 months or more, or is likely to last at least 12 months or is likely to 

last the rest of the person’s life. 
e) “Normal day-to-day activities” – those that people carry out often and regularly, such as: 

 
(1) Mobility (moving around) 
(2) Manual dexterity (using your hands) 
(3) Physical co-ordination 
(4) Continence 
(5) Ability to lift, carry or move everyday objects 
(6) Speech, hearing or eyesight 
(7) Memory or ability to concentrate, learn or understand 
(8) Understanding the risk of physical danger 
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Conditions that will not normally be treated as disabilities include being short-sighted, having broken arms 
or legs, hay fever and addiction to alcohol, nicotine or drugs.  The Disability Discrimination Act 2005 has 
extended the definition to include people with HIV, Multiple Sclerosis and some forms of cancer. 
 
NB.  Remember that the above definition of a disability includes young people who have been diagnosed 
with ADHD. 
 
5 What is less favourable treatment? 
 
A school discriminates against a disabled child if for a reason relating to the child’s disability, it treats 
him/her less favourably than it treats, or would treat, others to whom that reason does not apply, or  
would not apply; and it cannot show that the particular treatment is justified.  
 
In effect this means that there are three questions to be asked in determining whether unlawful 
discrimination, in relation to less favourable treatment, has taken place; 
 

a. Is the less favourable treatment for a reason that is related to the child’s disability? 
b. Is it less favourable treatment than someone gets if the reason does not apply to him/her? 

And 
c. Is it less favourable treatment that can be justified? 

 
6 What is a reasonable adjustment for a school visit/trip? 
 
Schools must take reasonable steps to make sure that disabled young people, including children who are 
not yet at the school but who might join the school are not placed at a substantial disadvantage compared 
with their non-disabled peers without justification.  In other words, a school should do everything it 
reasonably can to ensure that a disabled pupil is not placed at a substantial disadvantage. 
 
Therefore, consider what is required for the disabled young person to participate and then ask, is that 
reasonable? 
 
You can find out more about what it is reasonable from the Disability Rights Commission (DRC) who have 
produced a Code of Practice for schools, which provides examples of how schools can help disabled pupils.  
The Acts do not define “reasonable” – this depends on individual cases.  However, schools can take 
account of the: 
 

a. Need to maintain academic and other standards 
b. Financial resources available 
c. Cost of taking a particular step 
d. Practicality 
e. Aids and services provided by Statement of Special Educational Needs 
f. Health and safety requirements 
g. The interest of other young people 

 
Schools are not under a duty to provide auxiliary aids or services.  Special educational provision in the 
child’s statement should provide any educational aids and services where these are necessary to meet the 
child’s identified needs.  Where a child has been provided with an auxiliary aid, the school  should consider 
its use in relation to the visit.  For example, where a radio microphone is used in the classroom for a deaf 
child, organisers should consider how its use will be adapted for the visit / trip. 
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Remember, reasonable adjustments are anticipatory – which means that schools cannot wait until a case 
arises to consider reasonable adjustments.  Failure to take anticipatory action could lead to unlawful 
discrimination, because delays that result could place a disabled young person at substantial disadvantage.  
Anticipatory steps could be: 
 

a. The review of the school’s policy/practice with regards to educational visits 
b. The training of staff to administer medicines to pupils 
c. An equal opportunities policy concerning disability, and its publication as part of the school’s 

prospectus 
d. The inclusion of disability awareness training within the staff training programme  to devise a 

list of common disabilities and identify the potential adjustments required to enable 
participation in educational visits 

 
Not taking “reasonable steps” to avoid putting young people at a substantial disadvantage can only be 
justified if there is a reason which is both material to the particular case and substantial.  For the reason to 
be material there has to be a clear connection between the reason that the school gives and the 
circumstances of the particular case.  The reason also has to be substantial, that is, one that is more than 
minor or trivial.  
Schools should contact the Foundation for further advice on disability issues in all cases where the legal 
position is unclear.  The first point of contact should be the Foundation Health and Safety Officer.  
 
7 Suggested questions to ask yourself when planning an educational visit 
 

a. Are you clear about the purpose of the visit?  Does it need to take place? 
b. Are there young people with a disability participating in the visit?  If so, have you consulted with 

parents/ your SEN coordinator regarding the young person’s needs and their requirements in order 
to participate? 

c. If a pupil with a disability is participating in the visit, have you taken into account staff, services, 
additional costs and equipment available to the young person, and required by them, to participate 
in the visit? 

d. Are there any health and safety issues for the young person in accessing the proposed visit.  Are 
these included in the risk assessment of the activity/visit?  Is a separate risk assessment necessary? 

e. Can any concerns regarding the safety and accessibility of the activity be addressed by reasonable 
adjustments, such as: 
 

(1) Careful timetabling/modifications to the itinerary 
(2) Preparing the pupil prior to the visit 
(3) Specialised transport 
(4) Additional, or targeted, adult support 
(5) Liaison with health professionals in the locality of the trip/visit 
(6) Limiting distances to be walked 
(7) Liaising with establishments, e.g. museums, regarding toilet facilities, ramps, quiet/withdrawal 

areas etc. 
(8) Staff with necessary training in disability and /or medical needs to support the young person 

during the visit 
(9) Preparation of materials prior to the visit in appropriate formats 

 
8 Do you need specialist advice, eg: SEN coordinator. 
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9 What if after careful and thorough consideration, participation for all pupils in the visit cannot be 
ensured?  You will need to be able to demonstrate clearly why that is the case, or you may be acting 
unlawfully.    Important factors will include: 

 
a. All reasonable measures have been considered/taken to support the disabled young person’s 

participation in the event. 
b. There is no alternative activity that would meet the requirements of the educational visit as 

well as enabling all young people to participate. 
c. Disabled young people who are disadvantaged because their needs prevent participation in an 

event have been fully consulted (as well as their parents/carers) and all reasonable steps have 
been explored. 

d. The visit must take place despite the disadvantage to a young person because, for the visit not 
to take place, would disadvantage all young people. 

e. Alternative activities have been discussed and offered to those young people who are unable 
to participate in the visit/trip. 

f. There is a reason which is both material to the circumstances of the case and substantial 
which amounts to the justification of a young person with a disability not participating in a 
particular educational visit. 

g. There is no blanket ban on a young person with a disability participating in activities 
 
All of the above should have been considered BEFORE any arrangements are finalised and 
bookings/deposits paid and letters sent to parents 
 
10 Partnership 
 
It is of paramount importance that any young person with a disability, and their parent/carer(s), are 
involved in the discussions and planning of the educational visit as early as possible.  Working together will 
lessen the opportunity for misunderstanding and concerns to arise which may result in a claim of 
discrimination against the school/establishment, and, more importantly, ensure that young people with 
disabilities participate alongside their peers in school/establishment activities. 
 
11 Examples 
 
The following examples are taken from the Disability Rights Commission’s Code of Practice for Schools. 
 

a A pupil with Tourette’s Syndrome is stopped from going on a school visit because he has used 
abusive language in class.  The school has a policy of banning pupils from trips and after-school 
activities if they swear or are abusive to staff. 

 
The reason for not allowing the pupil to go on the school visit is his use of abusive language.  His 
involuntary swearing is a symptom of his Tourette’s Syndrome.  This is less favourable treatment for 
a reason that relates to the pupil’s disability. 

 
The comparison has to be made with others who had not used abusive language.  In this case, the 
pupil who used abusive language, which is directly related to his disability, was treated less 
favourably than pupils who had not used abusive language.  So, for a reason that relates to his 
disability, this boy is being treated less favourably than another child to whom that reason does not 
apply. 

 
Is the less favourable treatment justified?  In this case the school might argue that the inclusion of 
the disabled pupil on the visit would make the maintenance of discipline impossible.  This may 
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constitute a material and substantial reason.  However, the school would need to have considered 
the extent to which the disabled pupil’s behaviour could have been managed.  It would also need to 
have considered whether reasonable adjustments could have been made to its policies and 
procedures before it could attempt to justify less favourable treatment. 

 
b. Some pupils from a special school are going to the theatre.  The school does not offer the trip to a 

pupil with learning difficulties on the basis that he would not understand the play.  Is this less 
favourable treatment for a reason related to the pupil’s disability? 
The reason for not offering the boy the opportunity to go on the trip is his limited understanding 
which is directly related to his disability. 
Is it less favourable treatment than someone gets if the reason does not apply to him or her? 
The treatment that he was to receive has to be compared with the treatment that other pupils 
would receive who did not have limited understanding.  They were being offered the trip. 
Is it justified?  The reason for not offering the trip was an assumption that the boy would not 
understand the play.  This was a general assumption and not a material reason.  This is likely to be 
unlawful discrimination. 

 
c. A pupil with cerebral palsy who uses a wheelchair is on a trip with her class to an outdoor activity 

centre.  
The teachers arrange to take the class on a 12-mile hike over difficult terrain but, having carried out 
a risk assessment, they decide that the pupil who uses a wheelchair will be unable to accompany her 
class, for health and safety reasons. 

 
Is the less favourable treatment for a reason that is related to the pupil’s disability? 

 
This is less favourable treatment for a reason that relates to the pupil’s cerebral palsy, namely the 
use of a wheelchair. 

 
Is it less favourable treatment than someone gets if the reason does not apply to him or her? 

 
The treatment that she was to receive then has to be compared with the treatment that the others 
would receive who did not use a wheelchair.  They were being offered the opportunity to go on the 
hike whereas this pupil was being denied it. 

 
Is it justified? 

 
The school is likely to be able to justify the less favourable treatment for a material and substantial 
reason:  a risk assessment, carried out in relation to this particular pupil in the particular setting in 
which she would have to travel, indicated that the health and safety of the pupil, and her classmates, 
could be jeopardised if she were to attempt the hike.  This is likely to be lawful. 

 
d. A secondary school takes pupils to an outdoor education centre each year.  The school can benefit 

from a reduced rate if they book with the same centre for three years.  The school checks with the 
centre before booking to ensure that if they were to take disabled pupils as part of a group they 
would be able to access the facilities of the centre.  This is likely to be a reasonable step that the 
school should take. 

 
e. An exchange trip is offered to pupils studying Italian in a secondary school.  Accessible transport 

arrangements are made and a suitable host is identified who can accommodate a pupil who uses a 
wheelchair.  At the last minute the Italian host drops out. 
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The school went through the following considerations: 
 

(1) It was not practicable to take the disabled pupil without a host to go; 
(2) The school considered cancelling the trip, but if the other pupils did not go they would 

lose the opportunity of improving their Italian. 
 

In the interests of other pupils the school decides to go ahead with the trip.    The school has 
considered the factors and, whilst it has not been able to identify a reasonable adjustment that 
would enable the pupil to go on the trip, it is likely to be acting lawfully. 

 
f. The parents of a nine-year-old boy with epilepsy ask the head teacher to keep confidential the 

existence of and the nature of their child’s disability.  Their son’s medication has been effective in 
reducing the number of fits that he has and he is unlikely to have a fit in school.  However, on 
seeking professional advice the head teacher is told that it would be unsafe for the boy to go 
swimming without informing the staff at the pool.  The parents do not want them to be told.  The 
head teacher decides that the safety of the child dictates that he should not go swimming unless 
staff at the pool can be told.  This is likely to be lawful. 

 
g. A school will only agree to a disabled pupil coming on a field trip if the parents sign an agreement 

stating that they do not hold the school responsible for making any adjustments which may be 
necessary to ensure that the pupil benefits from the planned activities on the trip and will not take 
any action if the pupil is excluded from activities.  It is likely that the agreement is not legally binding.  
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Appendix E – BKHS KHP Guidance for Parent Helpers on Trips 
 

BKHS King Henry VIII Preparatory  
Guidance for Parent Helpers on Trips 

 
This is intended as a common sense guide and is not exhaustive. Always remember that if you are unsure 
about anything, feel free to ask a staff member, they will be happy to guide you. 
 
Whilst on the School site… 

 Remember to sign into the building and wear a visitor badge.  
 Unless you have enhanced Disclosure and Barring Service (DBS) clearance, never allow yourself to 

be unaccompanied with a pupil other than your own child. 
 Remember that all Coventry School Foundation sites operate a strict non-smoking policy.  
 If a fire alarm sounds, make your way outside with any children that you are supervising. Teachers 

will assume control of their classes at that point. Do not return to the building unless instructed to 
do so.  

Preparing for the trip… 
 You should be told in advance of any specific clothing required for a trip. Please seek advice from 

the teacher in charge if you feel unclear.  
 The teacher in charge will provide you with a risk assessment for the trip and will make sure you 

are fully briefed about the itinerary. Please make sure you follow any guidelines and keep to the 
plan for the day.  

Behaviour management… 
 Never leave your group of children unattended. Please seek support from a staff member should 

an emergency arise.   
 The children are expected to be respectful to everyone in our community. If you find any child 

disrespectful, remain calm and polite yourself and inform the child that their words or actions are 
inappropriate. It is also helpful to remind them how to behave in an appropriate manner. If this 
does not result in a positive change of behaviour, ask a staff member to assist you.  

 No pupil will be permitted to continue activities supported by parent helpers unless they maintain 
a respectful and safe attitude. Please notify the teacher in charge if a child has been disrespectful 
to you or other children at any time. 

 When supervising children, adults are expected to treat all children equally. This is especially 
important when you are supervising both your own and other people’s children at the same time. 
Please apply the same rules for all, including following trip guidance on monies allowed in shops.  

Confidentiality… 
 You may become aware of information about children that is confidential or private to the child 

and their family. Please respect the children’s privacy and do not disclose this information to other 
community members.  

 You may find that community members who are friends may ask you about the behaviour or 
progress of particular children, including their own. This requires sensitivity and tact on your part. 
If they want any information about the children, please ask them to see the class teacher or Head 
Teacher; particularly if they are worried. 

 Any conversation regarding information that you have gained from being in the school as a helper, 
or accompanying children on a trip, if discussed outside, is a breach of confidence. Even quite 
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innocent comments can be misunderstood by others. It is therefore important to remember to 
keep information that you hear or see as entirely a matter within the school. 

 Please remember that children have ‘little ears’ but a huge capacity to absorb information. Be 
mindful of what you say to, and around them. 

Safeguarding Children… 
 The Designated Safeguarding Leader (DSL) at BKHS King Henry VIII Preparatory is Miss Caroline 

Soan. 
 If a child discloses any information to you that you feel indicates that they are unsafe please notify 

the teacher in charge as soon as possible. Examples may include:  
o seeing a physical injury which you believe to be non-accidental 
o observing something in the appearance of a pupil which leads you to think his/her needs 

are being neglected 
o witnessing behaviour which gives rise to concern 
o a pupil telling you that s/he has been subjected to some form of abuse 

 You must not promise a child that you will keep any disclosed information secret. Please inform 
them that you are obliged to pass information on if you feel that their safety is threatened. During 
this interaction… 

o listen carefully without interruption, particularly if s/he is freely recalling significant events  
o only ask sufficient questions to clarify what you have heard. You might not need to ask 

anything but, if you do, you must not ‘lead’ the pupil in any way so should only ask ‘open’ 
questions 

o you are not expected to make a judgement about whether the child is telling the truth 
o write down what you have heard, sign and date it, after the interaction 

 Do not escort a lone child to use toilet facilities unaccompanied.  
 Your mobile phone should be switched off during a trip. Please refrain from posting comments or 

photographs (even of your own children) during the day since it can cause upset for other parents.  
 Only use school cameras to photograph the children, never use your own photographic equipment 

unless you are taking an image of your own child. 
 Only staff members are responsible for the administration of medicines. Please do not help a child 

to take their medicine even if they ask you.  
 Never be intrusive in a child’s physical space and only use your voice to reinforce instructions. 

Younger children may choose to initiate physical contact with you such as holding your hand. In 
these circumstances it is best to warmly receive the contact in an appropriate manner but to avoid 
prolonged contact as this may result in other children feeling excluded.  

We are really appreciative of the time that our parent helpers give to our school. You are helping to 
not only improve the education of your child, but also many other children.  
 

In helping today, you improve their tomorrow – THANK YOU! 
 


