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The school follows the guidance and procedures issued in Worcestershire County Council Educational 
Services document Off-site Visits, Field Studies and Outdoor Education Guidelines (2005) and subsequent 
revisions. This is to ensure consideration for the health and safety of all those involved and to maintain the 
educational quality of visits, learning outside of the classroom and value for money.  EVCs and staff are 
trained by B&S Services and also use the oeapng.info website for support.  We will review our procedures 
once the implications of joining Shires MAT are clear. 
 
Policy Statement: Aims & Objectives 
 
Off-site visits, learning outside of the classroom, field studies and outdoor educational opportunities are 
seen as fundamental to teaching and learning, with specific educational objectives at the core of the 
planned opportunities. Such learning is best delivered through a properly-planned, defined and 
accountable infra-structure allowing a safe, quality learning experience. Learning outside of the classroom 
can provide stimulus and support to the school curriculum.  These opportunities can be utilised at any time 
during a project to enhance and support any part of the curriculum. Teachers should always ensure that 
the educational benefits to the children are maximised. 
 
In broad terms, the aims of this policy are: 

• To formalise the procedures, responsibilities and recording of all learning outside of the 
classroom, whenever children set foot outside the school gate. 

• To ensure all group leaders are suitably competent in undertaking these opportunities via 
appropriate WCC/Nationally-recognised Leader Training, and that adult supervisors are aware of 
the procedures, responsibilities and legalities. 

 
A digital copy of this policy will be available via the school’s computer system and the website for all 
stakeholders. 
 
Good Practice for Learning Outside of the Classroom 
 

Good practice cannot guarantee safety or eliminate risk completely. However, good practice is about 
common sense and sensible risk management. ‘Sensible Risk Management’ is defined as: when all 
reasonable precautions have been assessed and taken. These require that the risk assessment should be: 

• Simple, proportional, suitable, sufficient, manageable 

It is understood by law that accidents do happen, but if the group/visit leader and/or the school have taken 
all reasonable steps to prevent them then they are not legally liable. The ‘Manifesto for LOtC’ points to a 
Benefit-Risk analysis of the opportunity/activity. 

Roles & Responsibilities 
 
According to law, the hierarchy of responsibilities for the Health and Safety of all concerned in Learning 
Outside of the Classroom opportunities is as follows: 
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This hierarchy is valid as long as the WCC guidelines have been followed. The headteacher is ultimately 
responsible for ensuring all visits are approved and meet WCC guidelines. The delegated EVC is a staff 
member who has received relevant training and will ensure that guidelines are followed and the 
requirements of the policy are met.  Written evidence of good practise here means that in the event of 
serious injury or fatality, the employer (WCC) will be liable for any legal proceedings (if any), and not the 
individual, EVC, headteacher or school. 
It is worth noting that during the activity/visit, the group/visit leader and the adults supporting the visit do 
have ‘Duty of Care’ to the children. This means that if, during the visit, they are unhappy/concerned with 
something that is happening, they have a Duty of Care to stop the activity or take reasonable steps to stop 
the activity/reduce the risk they are unhappy/concerned with.  
 
Staff Accreditation 
A record of any staff with nationally or county recognised accreditation should be recorded centrally in the 
school. Staff are actively encouraged to seek accreditation for any activities outside of the classroom they 
wish to lead. 
 
Selection of the School’s Educational Visits Co-Ordinator (EVC) 

The school is aware of the guidance provided by DCFS on choosing an EVC. 

This is as follows: 

"The EVC should be specifically competent. The level of competence required can be judged in relation to 
the size of the establishment as well as the extent and nature of the educational visits planned. …Evidence 
of competence may be through qualification, but more usually will be through the experience of practical 
leadership over many years of off-site education. Commonly, but not exclusively, such competence will be 
identified in a person on the senior management team of the school." 

Such a person should be an experienced Visit Leader with sufficient status within the school/establishment 
to guide the working practice of colleagues leading on/off-site visits/activities. Since one of the main 
functions of the EVC is take a lead on assessing the competence of activity and visit leaders, it follows that 
the role should not be regarded as administrative. 
 
Safeguarding 
All trips and visits will involve liaison with the DSL.  The visit leader, usually the class teacher, will have all 
relevant knowledge and information about the children in their care. 
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For residential trips, such as our annual JCA trip, a DSL will be in attendance, and in the rare instance that 
this is not possible, the EVC will attend and will ensure that a DSL is the primary emergency contact. 
All adults on trips will hold DBS. 
 
Procedures 

• For details, see ‘School Trips Procedure’ document. 

• When considering a trip, first establish the educational benefit and then the trip leader completes 
LotC1 and begins dialogue with the EVC. 

• If this is a repeat visit, with the same visit leader, the paperwork progresses to the next stage. 

• If this is a new visit, the credentials of the venue are checked, and where there is no formal 
accreditation in place a form which determines all the key information is sent to the venue. 
(Provider accreditation) 

• A pre-visit is also undertaken by the visit leader, or occasionally by the EVC, who is then 
responsible for the paperwork. 

• The ‘Visit Leader pre-visit checklist’ is considered and this is scrutinised by the EVC. 

• The needs of the particular cohort are considered, and measures are put in place as appropriate in 
terms of supervision, ratios, activities, first aid etc. 

• LotC2 risk/benefit assessment is completed and this also refers to any risk assessments that the 
venue has in place. 

• It must made clear where the supervision responsibility lies.  Eg on a high ropes activity, the 
activity leadership passes to the qualified instructor and the member of school staff provides a 
supervision role. 

• For regular trips such as swimming and boating a policy is in place to cover all the paperwork 
requirements. 

• For residentials are use EVOLVE 
 
Further details on Procedures: 
 

1.1. Staff wishing to undertake a ‘Learning Outside the Classroom’ visit/activity/opportunity (the 
prospective group leader) should apply verbally to the EVC (Educational Visits Co-ordinator) for 
permission to plan the visit. (It is recommended that staff familarise themselves with the relevant 
sections of WCC guidelines before gaining final approval). Once granted, they should submit the 
details on Form LOtC1 – ‘Application for the Approval of a Learning Outside of the Classroom 
Activity/Opportunity’. The ‘Intended Learning Outcomes’ are an important part of this form and 
should be considered carefully. This will then be passed to the EVC for signed approval, taking into 
consideration p23 of WCC Guidelines Section 2 ‘Good Practice’. Learning outcomes must be 
considered prior to the activity/trip going ahead – ideas for these can be found on the document 
‘Off-site Activity Benefits and Learning Outcomes’ PDF document. Permission will be granted when 
all requirements identified in this policy and in the WCC document Off-site Visits, Field Studies and 
Outdoor Education Guidelines have been considered. 

1.2. When the activity/visit involves additional or high risk, foreign travel or is a residential visit, then 
details of the visit must be sent to WCC’s Advisor for Educational Visits and Outdoor Education 
using form OS5. The Governors should also be informed. Definitions of these activities can be found 
in the WCC document ‘Definitions’ and the ‘Adventurous…High Risks Environments’ section of the 
WCC guidelines. Such activities/visits need to be planned in plenty of time in accordance with the 
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WCC guidelines. NOTE: Visits to a WCC Outdoor Education Service centre and the School Swimming 
service are self-approving and covered by the WCC guidelines, so therefore do not require further 
notification. 

1.3. Once permission (from the EVC or, if necessary, the WCC designated EV advisor) has been gained, 
the group leader can complete the planning, booking and risk assessment (if applicable) of the 
activity/visit (a pre-visit is recommended where possible to ensure the venue is suitable to meet the 
aims and objectives of the visit, assess potential areas and levels of risk, ensure the venue can cater 
for the needs of the visiting group and that the visit/group leader is familiar with area before the 
visit. It should be noted, however, that if a venue outside of the school premises has a recognized 
accreditation (LOtC Quality Badge, AALS License or Adventuremark), then a pre-visit and written 
notification of a risk assessment (from the provider) are not required)-see Point 1.4 below. When 
all details are complete, final confirmation and approval should be sought from the EVC/EV advisor 
at least 7 days before the visit.  

Group leaders should ensure that that there are contingency plans in place should the visit plan be 
significantly changed or cancelled (a Plan B). 

Transportation should be public service vehicles where possible, as long as the following conditions 
are met: 

1.3.1. Each child shall have a seat with a seatbelt, which must be worn. Booster seats will 
be used in accordance with revised legislation January 2007 (not needed on coaches; mini-
buses require special booster seats and should be used if provided by the mini-coach 
company or if provided by a Parent/Carer – if not, the seat belt will be sufficient). 
Consideration of the exact transportation needs of children with specific physical needs 
must also be taken into consideration in the planning. 

1.3.2. A professionally qualified driver only shall drive the transport, or an adult who has 
successfully undertaken an LA approved minibus driving course. A second adult will also 
be seated in the back of the vehicle. 

1.3.3. Staff vehicles can be used only in an emergency to transport children home or to an 
appropriate medical centre. Although this is undertaken voluntarily, staff should have 
business insurance cover – Please Note: where staff vehicles are used to transport children, 
any accidents whilst in the vehicle means that parents could sue the adult, not the LA. 

1.3.4. Pupils should be made aware of basic safety rules involved in using this type of 
transport, including staying on the side away from kerb on the path while waiting to board 
the vehicle, wearing seatbelts, remaining seated, not blocking aisles on the vehicle, not to 
attempt to get on or leave a moving vehicle and using the Green Cross Code when the 
situation arises to cross a road (following the instructions of a group leader or designated 
adult in the visiting group).  

  NOTE: This is not an exhaustive list. 
1.4. LOtC2 is a generic risk assessment for most Learning Outside of the Classroom activities.  Any 

activities led by adults from the school on the activity (ie tour of a museum/ Forest Schools/ visit 
to War Memorial led by staff/adults from the school and not by a provider) will normally be 
covered by LOtC2. However, there is a need to consider any potential risk or children’s needs not 
covered by the LOtC2 and add to it(LOtC2(A) on reverse of LOtC2). A venue that is providing the 
activities should be asked to confirm if they have any accreditation (LOtC Quality Badge, AALS 
License or Adventuremark). If not, there is a form to complete. 
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1.5.1 If the activities are PE (non-WCC provider), adventurous, high risk, in a high risk environment 
or further than 50miles from school, extra care must be taken in considering the opportunity and/or 
Risk Assessment – you must refer to Section 4 of the WCC Guidelines prior to completing the LOtC2 
form – it must also be completed alongside the designated EVC of the school. A WCC OS5 form and 
further approval from the WCC EV Advisor may be required. Any off-site activity led by the WCC is 
exempt from this.  
1.5.2 Prior to and during the trip/activity, children should have the following made clear: 

A. not to take unnecessary risks 
B. they must follow the instructions of the group leader and other designated adults 
C. they must dress and behave sensibly and responsibly 
D. look out for each other (ie inform an adult if there is a possibility of another being 

injured/at risk etc) 
E. not to undertake a task they feel is dangerous or they are fearful of. 

1.5.3 All pupils, no matter what their needs (medical, special, inclusion, cultural), must be 
included in an activity/visit with their peers – adequate and reasonable provision should be made 
to allow all pupils to take part in an activity/visit. However, any pupils whose behaviour may be 
considered dangerous to themselves or another member of the group may be stopped from 
participating-reasons for this should be recorded on form LOtC1. The curricular aims of the visit for 
these pupils should be fulfilled in other ways. Any child who is considered a danger should be 
discussed with the headteacher/EVC and, if necessary, the LA before a decision of exclusion from a 
visit is reached. 
1.6.1 Adult:Pupil ratios for visits have been agreed by the Governing Body of the school as follows- 

Reception classes: 1:5; Key Stage 1 classes: 1:6; Key Stage 2 classes: 1:8. However, these are 
the minimum ratios, and special needs, behaviour and emotional support of children, 
experience of the adults supervising the visit/activity and the duration and nature of the 
visit/activity must also be taken into consideration when determining final adult:pupil 
ratios. At least one adult must be a staff member of the school with the appropriate 
competence (see Appendix A) to be group leader as approved by the EVC and/ or the 
headteacher, as they will have an enhanced Duty of Care while on the visit.  

1.6.2 All adults on the visit must do their best to ensure the Health & Safety of all in the group; 
care for each pupil as any reasonable parent would and follow instructions of the group 
leader (all teachers on the visit will be considered ‘in loco parentis’). In the consideration of 
the activity/visit, group leaders should ensure that ‘Access to First Aid at an appropriate 
level’ should be in place – this means that, for example,  in the event of an incident, would 
emergency vehicles/personnel be able to access the area. If not, a ratio of qualified first 
aiders:persons on the visit would need to be considered. Further advice can be sought from 
the EVC or WCC EV Advisor. The group leader must ensure that medical consent forms and 
emergency contact numbers for the group are with them on the visit (this includes all 
adults). 
 (WCC PE fixtures are exempt). 

1.6.3 All non-school staff adults attending a Learning Outside of the Classroom activity/visit (ie a 
parent helper) should be DBS approved prior to the visit (notification of the DBS report to 
be kept in school), should be fully informed of the purpose and details of the visit/activity 
and be fully aware of any appropriate risk assessments. The group leader should also have 
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emergency contact details and medical issues on a signed consent form from those persons 
(LOtC6 form) with them if the activity is off site. 

1.6.4 If the activity/visit is high risk or a residential, medical forms (including details of medication 
& allergies) and emergency contact details for all members of the party (children, staff, 
volunteers) must be taken and looked after by the Group Leader. This may include additional 
paperwork being required as appropriate (seek advise from EVC or EV Advisor) 

1.6.5 If the visit/activity includes food being provided by the venue or the school, prior notification 
and planning may be required due to any allergies of any members of the party. 

1.6.6 If medication is required to be taken, the Group Leader must ensure that it has been taken 
and that an appropriate adult member of the group has care of it/them. Notification of the 
delivery of medication must be given by Parents/ Carers – this is especially important in the 
case of residential visits. 

1.7 Repeated trips may receive block annual approval – however, evaluation and review of every trip 
should be made (as per 1.9 below). The venue being visited must be contacted to ensure the 
group leader is aware of any changes since the last visit, that accreditation is still valid/ been 
gained or a Risk Assessment is still in place/updated etc. 

1.8 Preparing Pupils/Parents: Providing information to the Parents/Carers and pupils is an 
important factor of any activity/visit outside of the classroom. Parents/Carers should be fully 
informed of the date and times of the visit, any relevant equipment/food needed, the purpose of 
the visit and the outline of activities. If necessary, especially on residential or foreign visits, a 
Parent/Carer meeting should be held to give information and allow questions to be answered. 
Voluntary Contributions will be requested as necessary as per p43 section 3 of WCC Guidelines. 
Consent from Parents/Carers is not necessary if the activity/visit is part of the Curriculum and 
within normal school hours – however, it should be a consideration as part of the process of 
organising the trip/visit. Pupils should have a clear understanding about what is expected of them 
during the visit/activity, what the visit/activity entails and what standard of behaviour is expected. 
Pupils should also be informed of any potential hazards and dangers, and how they should act to 
minimise these risks to themselves and others. Where possible, pupils should be involved in the 
planning, implementation and evaluating their own curricular work/ visit/ activity (including Risk 
Assessment/ Health & Safety Issues). 

The group leader should ensure that details relating to the visit and participants (including all 
adults) are carried with them, and where necessary, are copied so as are instantly available to a 
designated 24/7 emergency contact(s) at all times in case of a serious incident. 

1.9 Following each visit/activity, the group leader should undertake a review and evaluation (on form 
LOtC4) that will report on the facilities, transport, quality of providers, success, value for money, 
quality of experiences, whether the learning outcomes were met and any issues that arose. This 
will be submitted to the EVC. Further to the EVC reading an Evaluation and Review sheet, should 
there be any issues, these should be discussed and the discussions recorded. The LOtC4 form will 
then be filed alongside the LOtC1 Approval form and LOtC2 Risk Assessment form. 

1.10 Following each visit/activity, any incidents and/or accidents (minor to serious) must be reported 
in accordance with the reporting requirements of the school. 
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Emergency Procedures 
 
During on off-site visit/activity or on-site activity, it is possible that an emergency could arise. There should 
be an emergency contact that is available throughout the visit/activity (24/7 if there is a residential for 
example) who will have the contact details of the WCC Emergency Planning (if the emergency/incident is 
serious) as well as contact details for all participants. The procedures for such an event are: 
2.1 The risk assessment for each visit/activity will identify emergency procedures for that visit/activity, 

including having medical records (ie knowing allergies etc of the children/adults), medical consent 
forms and designated home contacts.  

2.2 In the event of a delay (of more than 1 hour) or of an incident resulting in harm (in any way) to any 
attending participant of the visit, then the school/emergency contact noted on LOtC1 should be 
made aware. The school/ emergency contact will then proceed as follows: 
A. If the incident is of a less serious nature, then the next of kin/parents/guardians of  those 

affected will be informed as to what has happened and the action taken so far. In 
appropriate circumstances, the group leader may be designated to undertake this task. If 
the group leader is unsure of this appropriateness, they should contact the school/ 
emergency contact to undertake the task.   

B. If the incident is of a serious nature, then the Emergency Contact/ school must inform the 
headteacher or designated person. This person will confirm that the Emergency Contact 
should proceed to inform the WCC Emergency Planning or that they undertake the task. 
Either way, the delegated person will inform the designated senior officer of the Education 
Service and the school will instigate its Critical Incident Action Plan. Officers of the authority 
will be allocated to support the school and group leader with the immediate incident and 
consequent follow up and/or inquiry.  

2.3 In the event of a visiting group being overdue and no contact made by them to the school for more 
than 1 hour of the intended arrival time, the school (headteacher, Emergency Contact or designated 
person) must investigate the reason why, attempt to make contact with the group and, if 
necessary/appropriate, inform and involve the police. Depending on the outcome, it may be 
necessary to refer to the procedure from Point 2.2 

 
Staff Form LOtC5-Staff Next of Kin and Medical Information form:  
All staff and any accompanying parents must complete form LOtC5 and ensure it is kept up-to-date annually 
and prior to any Learning Outside the Classroom activity/visit in case of an emergency on such a venture. 
 
 
Reviewed: 4th Oct 2023 
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APPENDIX A 
 

Worcestershire Outdoor Education Service 
Definition of Leader Competence  

 
 Leader Competence: a working definition 
The form of words that has evolved during the course of EVC and Leader Training courses and is used in 
WCC guidance publication: “Off-site Visits, Field Studies and Outdoor Education Guidelines”(2005)  
 (Page 13, S2.4) is as follows:- 
 
“To be deemed competent, a leader, supervisor or assistant must be able to demonstrate the ability to 
operate to the current standards of recognised good practice. This requires: 

• appropriate knowledge and understanding of the group, the staff, the activity and the venue 
(usually, but not always the result of receiving  training) 

• appropriate experience 

• in some circumstances (eg first aid, adventure activities) a formally accredited qualification.” 
 
In the context of adventurous activities, the above definition is refined on Page 48, Section 4.2…….. 
“Where a venture involves adventurous activities and the organizer/leader/manager intends to 
lead/manage/staff the activities, the leading/managing/instructional staff MUST: 

• be an active and competent practitioner 

• be suitably experienced and conversant with current good practice 

• hold a current, nationally recognized First-Aid qualification. 
 
Competence MUST be confirmed by the possession of WCC or National Governing Body 
supervisory/instructional qualifications, in accordance with National Governing Body guidelines, or as 
approved within the terms and conditions of a current AALA licence. 
 
Where a venture organiser is uncertain of relevant NGB qualifications and guidelines, further guidance 
should be sought from the LEA Adviser for Educational Visits and Outdoor Education.” 
 
Seek ALL clarification of the above by contacting: 
 
Bill Taylor (Worcestershire Adviser for Educational Visits and Outdoor Education)  
Telephone 01286 6762136/678236;  
E-mail bill@llanrugoec.org.uk 
We now have no current SLA with B&S services 
 

 

 

 

 

 

 

 

mailto:bill@llanrugoec.org.uk
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    Form OS5 

NOTIFICATION OF EDUCATIONAL VISIT 

 

This form MUST be completed and submitted to the LEA for visits meeting any of the following criteria: 

• Involves a journey more than 50 miles away from base 

• Involves a residential or overnight stay 

• Involves a hazardous environment  as defined on pp.5-7 of Off- site Visits, Field 

• Involves an adventurous activity Studies and Outdoor Education Guidelines 

 

In the event of an emergency such as a serious incident during the visit, the LEA will be required to provide support 

for the establishment, those involved and their relatives. To do this quickly and efficiently, the LEA must have early 

access to basic details of the visit. To help the establishment meet DfES expectations of good practice, the LEA 

Adviser for Educational Visits and Outdoor Education will require reasonable notice to assist the planning process, 

should that be necessary. This form must, therefore, be returned to the LEA as soon as possible after the visit has 

been approved by the Head Teacher and Governors (or Officers in Charge of Units and Centres).  

 

For UK venues, the form should be returned at least four working weeks before departure.  

For visits within Europe, the form should be returned at least one term before departure. 

For other overseas visits, the form should be returned at least two terms before departure. 

 

If this form is submitted so late that the LEA’s ability to provide emergency planning support is 

compromised, the Head of the Establishment will be notified in writing of the LEA’s recommendation to 

withdraw their approval of the visit. 

 

Name of School, Unit or Centre: Astwood Bank Primary School. 

 

Nature of Venture/Visit: ………………………………………………………..….............................. 

 

Venue/Provider: ………………………………………………………………………………….…….. 

 

Dates of Venture/Visit:  From: ……………………..…..    To: ………………….. 

Leader (One name only):  ……………………………………………………..…….. 

Number of Assistant Leaders:  …..….    Number of Pupils / Students:  ……... 

Telephone contact number(s) at venue: …………..............        ……………..…………….. 

Emergency Contact Name: ……………………………………...…  Tel:  ………………………….. 

(representative of School, Unit or Centre who can be contacted by Leader or LEA in emergency)  

Name of School, Unit or Centre Educational Visit Leader: ………………….……………............... 

 

DECLARATION 
 

The above visit has been approved and will be run in accordance with LEA guidelines. 

 

Head of Establishment: (Print)……………………   Signature: ………………….  Date: …………… 

APPENDIX B 
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This form is for all adults who are not members of staff of Astwood Bank First School in case of 

emergency while on an Off-Site Educational Visit supporting and supervising children of the school. It 
must be completed prior to taking part in a Learning Outside of the Classroom activity/visit. This document 

will be kept in school, a copy will be taken on the visit by the group leader in case of emergency (shredded 

upon return). The copy will be at the end of the school year.  
 

Name:    __________________________________ 
 
School year:   ______________ 
 
 
Please inform us of any medical issues we should be aware of: 
 
    _____________________________________________ 
  
    _____________________________________________ 
 
Please inform us of any allergies: 
    _____________________________________________ 
 
    _____________________________________________ 
Please inform us of any issues we should be aware of: (ie medication) 

 
    _____________________________________________ 
 
    _____________________________________________ 
 
    _____________________________________________ 
 
Next of Kin details in case of emergency: 
     
    _____________________________________________ 
 
    _____________________________________________ 
 

    _____________________________________________ 
 

 

ASTWOOD BANK FIRST SCHOOL 

LOtC6 – Non-Staff Educational Visit Consent & Medical 

Information Form: CONFIDENTIAL 
 

School Use only: 

 

Record of CRB seen&recorded? 

 

YES / NO* 
*If no, person cannot be used to support the 

visit. 

 

Signed:____________________ 

 
Date: ____/____/____ 
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Checklist for Off-Site Educational Visit 
To be completed by designated EVC prior to approval of an Off-site visit. 

 

 

 

 

Proposed Visit:  ________________________________________________ 
 
Date(s) of visit: _______________ Group/Visit Leader: ______________________________ 
 

 
Areas of Focus  Indicators            Yes, No 
                  or N/A 
 
Venue   Appropriate venue for participants and aims & objectives       Y / N / NA 
 
Adults   Identified, competent group leader          Y / N / NA  
 
   All adults accompanying are CRB checked         Y / N / NA 
 
   Adequate ratios for needs of children/behaviour issues       Y / N / NA 
 
   First Aid cover            Y / N / NA 
 
   Adult briefing            Y / N / NA 
 
Visit   LEA notification required?            Y / N / NA 
 
   Is there a need for preliminary visit?          Y / N / NA 
 
   EV2 Risk Assessment completed and approved?             Y / N / NA  
 
Pupils   Special needs considered?           Y / N / NA 
 
   Special requirements (other than food, uniform)?         Y / N / NA 
 
   All Parental Consent Forms received?          Y / N / NA 
 
   Emergency contact details gained?           Y / N / NA 
 
Parents   Parents fully informed of visit?           Y / N / NA 
 
   Parents Meeting arranged/ held?           Y / N / NA 
 
Transport  Coach has seatbelts?            Y / N / NA 
 
   Minibus – driver approved/seatbelts/ booster seats available?        Y / N / NA 
 
   Public Transport – covered in risk assessment EV2         Y / N / NA 
 
   Private vehicles – parental permission gained/ business insurance cover       Y / N / NA 
 
Insurance  Checked?             Y / N / NA 
 
Finance of visit  As per WCC guidelines?             Y / N / NA 
 
 

 

 

 

 

 Astwood Bank First School 
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This form is for all adults who are members of staff of Astwood Bank First School in case of 
emergency while on an Off-Site Educational Visit supporting and supervising children of the 

school. It must be completed at the beginning of a school year and kept updated. This document 
will be kept in school, a copy will be taken on the visit by the visit/group leader in case of 

emergency. 
 

Name:    __________________________________ 
 
 
Please inform us of any medical issues we should be aware of: 
 
    _____________________________________________ 
  
    _____________________________________________ 
 
Please inform us of any allergies: 
    _____________________________________________ 
 
    _____________________________________________ 
Please inform us of any issues we should be aware of: (ie medication) 

 
    _____________________________________________ 
 
    _____________________________________________ 
 
    _____________________________________________ 
 
Next of Kin details in case of emergency: 
     
    _____________________________________________ 
 
    _____________________________________________ 
 

    _____________________________________________ 
  

 

ASTWOOD BANK FIRST SCHOOL 

LOtC5 –Staff Next of Kin & Medical Information Form: 

CONFIDENTIAL 
 


