
 

INTRODUCTION TO VISITS AT WOKING HIGH SCHOOL 

For many students, off site visits can be among the most exciting experiences of their school, days creating ‘magical 
moments’ and memories for life. We also believe that educational activities that take place off site are of 
immeasurable benefit to students, giving them the opportunity to experience different environments and cultures. 
The school recognises off site visits encourage students to learn in fresh and innovative ways which contribute 
significantly to their academic progress, investigative skills, independence and self-esteem.  
  

ORGANISATION OF VISITS 

All off site visits are organised by our Educational Visits Co-ordinator, who ensures visits are well planned and 
affordable, as well as ensuring visits fulfil health and safety requirements. The member of staff leading the visit is the 
Party Leader and it is their responsibility to make sure the visit has significant educational value. The Headteacher 
approves all off site visits and is responsible for all aspects, ensuring appropriate policy and procedures are in place 
to give students the best possible experience in the safest possible way.  

Visits can be for a specific class, whole year group, a club or focus group.  The letter providing parents/carers with 
information about the visit is always sent out electronically so that all parents/ carers receive it at exactly the same 
time.  In the letter, it clearly states the number of places that are available on the visit and the number of students 
that the letter has been sent to.  A deadline is given for when electronic returns have to be submitted by.  It is not 
until this closing date that we look at the number of students who have expressed an interest in the visit.  If the visit 
is oversubscribed, then the names go into an electronic random draw, which are recorded and a participant list is 
produced.  Parents/carers are then informed if their son/daughter has a place on the visit or if their son/daughter 
has an opportunity to join the waiting list.  The waiting list is then managed to fill places as students confirm or turn 
down their placement. Understandably, sometimes visits are oversubscribed and it is not possible to take additional 
students due to costs, ticket availability of the suitability of the activity for a large group of students.  However, we 
do provide many opportunities throughout the year to take part off site visits, so there are other chances throughout 
the year to participate in a visit. 

 

RESIDENTIAL VISITS - TERMS AND CONDITIONS 

These are Woking High School’s terms and conditions, setting out how we will process a booking for you. When 
processing a booking, Woking High School will arrange for you to enter into a direct contract with the supplier of the 
travel products which may include but are not limited to tour operators, ferry companies, airlines, accommodation 
providers and hotelier 
 

1. There will be no binding contract with the Travel Supplier for your son/daughter’s place on a visit before 
Woking High School has received a completed online consent form and/or payment of the deposit amount 
shown on the letter and/or until Woking High School has sent you confirmation via email. 

 
2. The booking arrangement is made with the person who completes the consent form and they are fully 

responsible for the booking, even though payments may be made by others.  
 

3. Personal information forms, medical information forms and if applicable, swimming consent forms must be 
completed and returned by the closing date. This will provide Woking High School with information needed 
by the relevant Travel Suppliers who make the travel arrangements. Failure to provide this information will 
result in your son/daughter being removed from the visit.  Any changes to the above details after completing 
the forms must be emailed to Mrs Lee at visits@wokinghigh.surrey.sch.uk. The information you provide will 
be passed onto the Travel Suppliers or other persons necessary for the provision of your travel 
arrangements. The information may therefore be provided to public authorities such as customs or 
immigration if required, or as required by law. This applies to any sensitive information that you give to us 
such as details of any disabilities, or dietary and religious requirements. In making this booking, you consent 
to this information being passed on to the relevant persons.  
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4. It is the responsibility of parents/carers to inform Mrs Lee at visits@wokinghigh.surrey.sch.uk if your 
son/daughter has any emotional, psychological or physical health matters that might be relevant to the visit. 

 
5. Parents/Carers are advised to attend an Information Meeting either in person on online to obtain vital 

information about the itinerary, safety and expectations of the students. If attendance is not possible, the 
PowerPoint will be on the Woking High School website on the day after the meeting.  It is the parent/carer’s 
responsibility to ensure they have accessed the information in order to have all the travel information and 
details that are needed for that specific visit. 

 

6. Parents/Carers must be contactable for the duration of the visit and if travelling at the same time of the 
Woking High School visit, full details of the parents/carer’s location must be emailed to Mrs Lee at 
visits@wokinghigh.surrey.sch.uk prior to departure.  This is required to be 24 hours a day while their child is 
away.  If this is not possible then an alternative contact must be made available, with the understanding that 
this person must be contactable 24 hours a day for the duration of the visit.  The name of the alternative 
contact must be emailed to Mrs Lee at visits@wokinghigh.surrey.sch.uk prior to departure. 
 

7. Parents/carers must be able to collect their child from the residential visit at short notice in exceptional 
circumstances, even if the visit is overseas, so ensuring that parents/carers have a current passport and 
means to travel is essential while their child is away. 

 

 

PRICE 
Woking High School cannot guarantee the price of your booking as all travel is subject to surcharges, such as: 
 

• variations in transportation costs, including the cost of the fuel; 

• variations in duties, taxes or fees chargeable for services such as landing taxes or embarkation or 
disembarkation fees at ports and airports; 

• the exchange rates applied to the booking; 

• the costs of having to self-isolate or quarantine if required by the destination country at the start of a visit or 
if required by UK Government on return to the UK at the end of a visit; 

• any other unforeseen circumstances that impact the itinerary. 
 
We will make every effort to inform you of any changes as soon as possible.  
 
 
PAYMENT 
Woking High School’s Charging and Remissions Policy, Appendix A, outlines the specific financial support that can be 
provided to families that are in receipt of Free School Meals (FSM) or where the child is identified as Pupil Premium 
(PP).  In other cases, payment plans can be put into place in order to help parents/carers fund school visits.  Each 
visit letter clearly states what to do in this case.  However, non-payment of the agreed cost will result in your 
son/daughter being removed from the visit.  
 
There is an absolute expectation that parents/carers make all payments on or before the due date as outlined in the 
original visit letter. If the payments are not met, Woking High School have the right to remove the student from the 
visit and the parents/carers will need to cover the costs incurred to cancel the place.  
 
If full payment is not made by the departure date, the student will not be able to travel unless approval is granted by 
the Headteacher. 
 
It has to be remembered that visits come at an additional cost to the school; if parental/ carer contributions do not 
cover the cost of putting on the visit, then the visit will need to be cancelled as it will not be financially viable. 
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CHANGES TO THE BOOKING  

• By the parent or carer: A change is required in writing by the person who completed the consent form. 

• By Woking High School: If a student is withdrawn, a parental meeting will be held and the decision will be 
confirmed in writing. 

• By Travel Suppliers: Your booking arrangements may be made many months in advance with the relevant 
Travel Suppliers. If a Travel Supplier makes a significant change to an essential term of the booking before 
departure, Woking High School will notify you as soon as possible.  

• By medical profession: In some instances, a medical ‘Fit to Travel’ note from the medical profession is 
required. 

• May be made as a direct result of a National or medical emergency such as Covid, Typhoid, Ash cloud, 
Volcano, Terrorist attack.  In these eventualities advice will be sought from the Foreign and Commonwealth 
Office (FCO), Public Health England (PHE) or the Department of Education (DfE) along with our insurance 
provider to see if it is then feasible or sensible to travel. 

 
CANCELLATION 
The cancellation of a visit can be made by the parent/carer, by the school for an individual student or as a whole 

visit. The following guidelines apply: 

 

If the visit is cancelled by the parent/carer:  

• Refunds are provided to parents/carers in accordance with Surrey County Council policy. This could include 
illness, bereavement and circumstances that could not have been predicted or foreseen. If you cancel for 
medical reasons, a letter from the medical professional will need to be submitted to the insurance company 
covering the visit and your insurance claim will be externally assessed. There is no guaranteed the claim will 
be successful or paid out. A refund will not be provided if a student decides they do not wish to attend a 
visit.  The visit booking letter clearly details the amount of refund available at which stage of the visit 
planning. 

 
 

If the visit is cancelled by the school for an individual student:  

• The amount of refund will be considered, in light of the reason for the cancellation, and approved by the 

Headteacher. 

• If the visit has to be cancelled by the school as instructed by another governing body such as the Foreign and 

Commonwealth Office (FCO), Public Health England (PHE) or the Department of Education (DfE), refunds will 

only be granted if 100% of the expenses incurred can be claimed from the Risk Protection Arrangements 

(RPA) insurance.  

• If there are significant behaviour concerns in or out of school then we will remove the student from the visit 

with no reimbursement of the cost. 

 

**There may be a time when a behaviour contract is put in place in order to allow a student to take part in a school 

visit.  This will be triggered by poor behaviour in or outside of school that causes concern for their own safety or that 

of others around them.  In these cases, there will be a parent/carer meeting prior to departure.  At the meeting our 

concerns will be outlined and the risks explained.  Parents/carers will be asked to sign the behaviour contract signing 

to say that they are aware of the school’s concerns and that up to the time of departure their son/daughter may be 

removed from the visit with no reimbursement of the cost. 

 

 
FURTHER BOOKING INFORMATION 
Passports, visas and health: Woking High School can provide general information about the passport and visa 
requirements for your child’s visit. Your child’s specific passport and visa requirements, and other immigration 
requirements are your responsibility and you should confirm these with the relevant Embassies and/or Consulates.  
 
 
 
 



 
 
 
FINAL TRAVEL ARRANGEMENTS:  
Please ensure at the time of booking your son/daughters passport, EHIC or GHIC and any other relevant 
documentation are valid and in date during the time of travel. Most countries now require passports to be valid for 
at least 6 months after your return date.  
 
It is the parent/carers’ responsibility to ensure that any vaccination or medication requirement specifically needed 
for entry into the country being visited or requested by the Foreign and Commonwealth Office (FCO) is in place and 
documents can be shared with school prior to departure to fulfil our travel insurance requirements.   
 
IN THE EVENT OF AN EMERGENCY 
Every visit has an approved Risk Assessment which is completed by the Party Leader and is submitted to Evolve.  
Evolve is an on-line system for approving and managing educational visits; it ensures we follow employer, Surrey and 
National guidelines when booking, organising and running our visits. This Risk Assessment is submitted to Surrey 
County Council for approval and details are stored on a central coordinating system.   In addition, if the visit involves 
a hazardous or high-risk activity, such as skiing, climbing or involving water then it is also checked, signed off and 
approved by Surrey’s Head of Strategic Risk Management. This acts as a third check of the procedures and checks 
that we have in place during the visit. 
 
In addition, each visit at Woking High School is assigned a Duty Officer, who is a member of the Senior Leadership 
Team.  This member of staff is on call for the duration of the visit, has access to all of the planning documents, 
students’ names, contact numbers, itinerary and medical details and will be based locally. The Duty Officer is the 
person who will support the Party Leader and group in the event of a serious accident, breakdown or general 
emergency. In the event of a serious incident, the Duty Officer must immediately seek advice and support from the 
Local Authority. 
 
In the case of an emergency, Surrey County Council have a plan called Operation Duke.  This is the Local Authority’s 
emergency response scheme, so called as the Duke of Edinburgh’s Award Scheme has many groups away during the 
year. It provides a network of support for a group facing an emergency. Senior officers within the Local Authority 
who have been trained to assist if an emergency or serious incident occurs will take the lead in any serious incidents. 
 
In the event of an incident or emergency parents and carers and will naturally be anxious to establish what is 
happening; however, staff will not necessarily be able to communicate straight away as they need to assess and deal 
with the situation.  There are clear protocols in place that must be followed by the Party Leader and visit staff and 
there may be a period when we ask students not to use their phones or to contact home.  We ask that you bear with 
us as we contact the Duty Officer and/or the Local Authority and even the emergency or rescue services in order to 
make a clear and coherent plan.   
 
When a plan is formed, it is appropriate, we will then ask students to contact parents and carers using their phones 
on speaker mode so that you can be told of the plan and that staff respond to any questions.   We do ask you to bear 
with us while there is a communication blackout, but this is to give staff time to work out the best way to get 
students back home safely and as soon as possible.  Given the proliferation of mobile phones this will be difficult, but 
it is important, as misinformation and rumour will make the situation worse.   
 
If it is a serious incident our staff will be fully guided by Local Authority staff and the emergency services and the 
communication may come from a central support/call service where details of the situation and follow up 
information will be given to parents/carers and relatives. 
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