Trip Planning Procedure

St Katharine’s Primary School

Decision to go

ahead: dates checked

SBM to cost up trip to ensure no clashes with
where they want to go and in line with details whole school events

what they want to do when provided EVC to hand out
there etc.. check list for

completion

Teacher research of
trip/s make decision about

Risk assessment
submitted EVC

*2 weeks prior to
igfe

& authorised by HT

Teacher to prepare

Pre-visit letter /permissions
unless visited very s.||p5. Check Iett?r

recently with HT and provide

* 4 weeks if authorisation . ..
required by Evolve SBM with digital copy

adventurous/near water

EVC prepare
contact list if
necessary

hand completed tick list

complete tick list
to EVC on day of trip

task/s

Appendix 1: Educational Visits Policy



