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SECTION 23 
OFF-SITE TRIPS 
 
 
1  Introduction 
 

The following procedure forms part of the 'risk assessment' process required by law. The 
procedure cannot cover every eventuality and staff must use their own careful judgement 
when planning and participating in off-site trips. 

 
2  Planning for the trip 
 
Action to take: 
 
2.1 Staff must gather as much information as possible about the proposed destination. Even if 

staff are already familiar with a place, it is important to check that existing information is up to 
date. 

 
2.2 Where a trip is a residential or is considered to be high risk, eg: swimming and other water  

based activities, rock climbing, abseiling, trips to farms etc, the Service Manager must consult 
with the Community & Development Manager, and if appropriate, a member of the PACE 
Board of Directors.  

 
2.3 Staff must ensure the trip is appropriate for the proposed age range and is accessible for  
 children with disabilities. 
 
2.4 If using public transport, staff should try to avoid travelling at peak times (also see Section 24 

- Safety Guidelines for Travelling on Coaches and Minibuses). Routes, timetables, etc, must 
be checked in advance. 

 
2.5 Staff must ensure children are aware of road safety procedures. 
 
2.6 Clear arrangements must be in place should any child become separated from the group.  
 These arrangements must be discussed with the children. 
 
2.7 Each child must wear a badge identifying the project's name and telephone number. For 
 reasons of safety, a child's name must never be displayed on the badge. 
 
2.8 Staff must refer to child registration forms to ensure that parents/carers have: 

 given their consent for their child to participate in outings  
 given their consent for sunblock to be applied in hot weather  
 indicated whether or not their child can swim  

 
2.9 Parents/carers must be provided with relevant information about the trip in advance. This 
 should include: 

 date of the outing 
 time of departure and return 
 destination 
 method of travel 
 type of activity 
 what children should take (eg: packed lunch, wet weather/appropriate clothing, etc) 
 cost and 'pocket money' arrangements 
 contact name and number in case of emergency 

 
2.10 Preschool services will sometimes go on local trips. Consent will have been given by parents 
 at the registration stage. Risk assessments will have been carried out in advance. 
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3 What to take on a trip 
 
Action to take: 
 
3.1 The Service Manager must ensure that staff take a list of all children going on the trip. Ideally,  
 duplicate registration forms of each child should be taken. Where this is not possible, the list  
 should include: 

 name of the child 
 emergency contact numbers 
 name and telephone number of the child's doctor 
 details of any special personal or medical needs 

 
3.2 A first aid box must always be taken, as well as any medication required for individual children 

as specified on their Personal Needs form (also see Section 20 – Administration of 
Medication). 

 
3.3 If a child suffers from travel sickness, it is the parents' responsibility to administer medication  

before the journey. Parents should supply medication for the return journey and give staff 
written permission for its administration (see Section 20 - Administration of Medication).  
Travel sickness medication should not be carried in the first aid box, but stored separately in a 
lockable container. 

 
3.4 A supply of tissues, wet wipes, sickness and rubbish bags, spare clothes and nappies,  
 gloves, aprons and water should be taken. 
 
3.5 The Service Manager must ensure that staff on the trip have emergency cash, a mobile  
 phone (where possible) and, where appropriate, a vehicle recovery membership card. 
 
4 What to leave at the project 
 
Action to take: 
 
4.1 A list of all children on the outing must be left at the project. If the project is closed for the 
 trip, the list should be given to the Community & Development Manager. 
 
5 Safety 
 
Action to take: 
 
5.1 Staff must wear PACE clothing so that they can be clearly identified. 
 
5.2 Specific workers must take responsibility for a group of named children. 
 
5.3 A safe meeting place for children who become separated from the group must be arranged. 
 
5.4 Staff must always accompany children into public toilets. 
 
5.5 If possible, one member of staff should hold a current first aid certificate. 
 
5.6 A 2:1 ratio will be applied when going for a walk with children under 3 years of age. For 

over 3’s there will be a 1:3 or 1:4 ratio depending on the level of the children’s 
understanding and cooperation. This will be at the discretion of the staff.  

 
5.7 Details of the children’s outer clothing must be recorded before going out on a trip in case of 

providing a description of a lost child to the police. 
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6 Staff to child ratios 
 
Action to take: 
 
6.1 If both boys and girls are participating, it is advisable to have at least one female and one  
 male worker with the group. 
 
6.2 For children aged 4-12 years, a 1:6 minimum staff to child ratio is recommended for most 

trips and outings. Ratios should never fall below this and, in some instances the number of 
staff may need to be increased. For children aged 2-3 years the off- site ratio will be no 
lower than 1:3. The off-site ratios for children aged 3-4 years will be no lower than 1:4. 

 
6.3 In determining staff to child ratios on any trip, much will depend on the age and ability of the  

children, the nature of the trip and method of transport. For example, using public transport 
during peak hours with a group of younger children will require a higher staff to child ratio. 
Staff should use their own judgement in determining final staff to child ratios. 

 
7 Lost children 
 
Action to take: 
 
7.1 If a child does get separated from the group: 
 

 One member of staff should wait at the designated meeting point with the rest of the 
children. 

 If using a particular venue, a museum for example, utilise their staff, local procedures, 
tannoy system, etc to locate the child. 

 If outdoors, a park or seaside area for example, the other staff should carry out a 
quick search of the area. 

 If the child is not located, the police must be notified. 
 A record of the outer clothing of the children will have been written so a description 

can be given to the police and anybody searching for the child. 
 Once back at the project, a meeting should be arranged with the child and parent to 

discuss the incident and to ensure there is no reoccurrence.  
 Ofsted will be notified for children under 5 years old. 

 
8 Off-site one-to-one working 

 
Staff working off-site in one-to-one situations must have regard for the above procedure and 
the additional points set out below. 

 
Action to take: 
 
8.1 When working one-to-one it is preferable that a member of staff of the same gender works  
 with the child. 
 
8.2 Staff must ensure the proposed venue is suitable, taking into account the age and  
 particular needs of the child. 
 
8.3 Staff must be clear with the child, prior to the trip, about the expectations of their behaviour  
 and the consequences of 'unsafe' behaviour. 
 
8.4 Staff should ensure the child is comfortable with the transport arrangements, and should have  

a local taxi number in case the chosen transport is at any point inappropriate to the needs of 
the child. 

 
8.5 Clear arrangements must be in place in case you become separated during the trip. This will  
 include the child deliberately running off. 
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8.6 Staff must carry ID and, when working with children of primary school age, wear PACE  
 clothing.  
 
8.7 Staff must carry the contact number for the Service Manager and Community &  
 Development Manager in case of emergency.  
 


