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School trip checklist 
 
6 - 4 weeks before 

 Check the shared calendar (info@kelvingrove.lewisham.sch.uk / kelvingrove3) to find a suitable 
date for the visit. 

 E-mail SMT to approve that day for the trip. 

 Book the trip and type on to the shared calendar. 

 Confirm which adults from school will be joining you, include a first aider. 

 Email your team and SMT to confirm that your trip has been booked and which adults and first 
aiders from school will be going. 

 Write and send letter home to parents with a permission slip. Include children from Rainbow. 
 
3 weeks before 

 Do a recce of the venue.  

 Order packed lunches from the office. 

 Book coach company / travel through TFL / oyster cards from office, if required. 
 
2 weeks before 

 Call / speak to parent helpers to who will be going. 

 Call / speak to parent helpers who offered but won’t be going (Many thanks but the places 
have been filled). 

 Chase up any parents who have not returned permission slips (office to chase outstanding 
monies). 

 Complete risk assessment and e-mail to Suzy. 

 Check travel tickets have arrived. 
 
1 week before 

 Write an itinerary and e-mail to your team (including teachers in Rainbow, cc Karen Waine). 
Ensure it contains the plan for the day including lunch, travel details, adults involved, contact 
details of the venue and groupings of children. 

 Write a social story using Communication In Print to show the class the day before. 
 
The day before 

 Collect bibs for children to wear. 

 Ensure a full first aid kit is available. 

 Copy itinerary and risk assessment for all adults involved. 

 Remind children of how they will stay safe on the trip and share the social story with them. 
 
On the day  

 Take a First Aid kit. 

 Take children’s inhalers (classroom), epi-pens and other medication (office). 

 Take care plans, parents’ contact details, travel tickets, oyster cards (if needed), trip itinerary 
with contact details for the trip venue, a register. 

 Collect packet lunches from the lunch hall. 

 Leave itinerary details with the office with the numbers of children going. 

 Provide all helpers (staff and parents) with a copy of the itinerary and risk assessment. 

 On return journey, if possible, call office with ETA. 
 

The next Phase meeting 

 Evaluate: discuss briefly of how the visit went and what could be improved for next time.  
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