
St Joseph’s School Trip advice 

Terrorism 

 Increase staff to student supervision ratios from normal arrangements.  

 Stay alert to local and national news. 

 Further assess the requirements of SEND students and their ability to react 

and respond to dynamic situations. 

 Communicate openly with parents in advance  

 Remind students to remain vigilant and alert 

 Remind students to remain vigilant and alert, reporting anything 

suspicious to staff. 

 Remain alert to more ‘usual’ crime as this is more likely than terrorism. 

 Brief participants in advance that if they are caught up in a security 

situation, that they should stay with their group leader ,listen carefully 

and stay quiet and get away as quickly but safely from the immediate 

vicinity as possible, leaving baggage or other belongings behind. 

 Brief students in advance to follow instructions of police or security forces 

at all times, being mindful that they may be armed and appear 

intimidating or more forceful than they are used to. 

 Brief staff what to do if separated from the group in the event of a 

security incident. This should include designating specified physical 

meeting points and contact telephone numbers for staff and school as 

well as SLT. 

  Remember that mobile phones may not work in the immediate hours 

after an incident so it is additionally important to designate a meeting 

location. Consider use of telephone boxes where they still exist for 

contacting school. 

 Parents on the trip are not to make any calls to other parents unless asked 

to do so by lead teacher or school. 

 Data based communication services such as WhatsApp might work even 

when voice calls don’t so consider setting up a trip-specific WhatsApp 

group for communicating in an emergency. 

 Consider providing all students with a printed emergency contact card 

with the school's landline telephone number on it and space for them to 

write down their own home landline number. 

 Leaders should carry a spare mobile phone (if possible on a different 

telephone network to the other handset) and spare battery or auxiliary 

charger. 

 Tell students that If they are separated, to ask for assistance from a police 

officer or other security official and state that they are a part of a school 



group. Remind them that police and security forces may be very forceful 

with all members of the public in the immediate vicinity of an incident: 

this is necessary until people’s identities are confirmed. 

 Carry water and snacks on visits in case of travel disruption and long 

delays. 

 Carry additional personal medication in case of long delays. 

In the Event of a Security Incident on Visit 

 If groups are caught up in a security incident, Leaders should attempt to 

keep everyone together but need to understand that this may be 

extremely difficult. 

 The Group Leader should notify the school contact as soon as practicable 

noting the known whereabouts of all members. 

 Activate the school’s crisis plan if a group is caught-up in an incident.  

 Establish a crisis team at the school to become a communication focal 

point and receiving area for parents and students upon return. 

 The school should arrange the group’s return transport as quickly and 

smoothly as possible. 

 Parents should collect their children from school rather than travel to the 

incident location. 

 The school should communicate with parents using its normal methods 

where possible, including email and secure website areas. 

 Speak to venues in advance to understand their own security 

arrangements for school groups and any events. 

 Stay alert to local and national news, especially for any changes to official 

UK security threat levels. 

 Only use  private coach transport rather than the Underground or other 

public transport when travelling in London. 

Lock down 

 If there is a need for lockdown at your venue then you will follow 

there procedure. 

 Contact with school should be made once able /safe to do so. 

 School will contact the bus company at this point.  

 School will decide if parents are to be contacted at this point. 

 Contact with school should be then every 30 minutes while in lock 

down or sooner if you have updates 



 If Lock down is over an hour school will contact parents and school 

will put in their trip emergency plan in place. 

 After Lock down school will communicate with lead as to where 

bus is and if waiting in a safe place is necessary while waiting. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Trip Staff Emergency Plan 

Only to be used in the event of an incident of terrorism, lock down fire 

or accident. 

 Person Contact Emergency contact(Next o 

Kin) 

Lead    

    

    

    

    

    

School  St. Joseph’s Catholic 

Primary School (351) 

Royal Avenue 

Waltham Cross 

Herts EN8 7EN 

01992 629 503 

07704 706 059 

 

Head  Tony Gorton 07801 576 063 

Deputy Head  Barbara O’Connor 07506 704 934 

Bus   

 

 

  

 Ensure all adults are briefed on safety plan 

 Children to stay within groups with leader at all times 

 Children to be briefed that if they hear the word ‘EMERGENCY’ 

called by their adult or any adults in their group they stop and 

listen in silence. 

 Run, Hide, Tell – this does apply but as a group. 

 Children to all have emergency cards with name, school, school 

number and lead number – just in case they lose their group. 

 Better to gather/hide as group than class but always stick together 

where possible. 

 Once safe to call – call police and call school.  

 If as a class then lead ring , if as a group then group leader ring  

 School will contact parents as necessary (see school trip emergency 

plan) 

 Ensure battery pack and chargers are taken . 



 Adults carry at least 2 bottles of water extra 

 Group leaders carry medication 

 Group leaders carry a bag of sweets  

 All children’s medical information taken and given to group 

leaders.  

Trip Emergency Plan 

In School actions   

Checks ahead 

 Trip lead has; 

 bus company number 

 school mobile and charger 

 medical info for every child 

 contact numbers for every child 

 contact details of all adults and emergency details 

 school has; 

 list of groups and group adult  

 medical info for every child 

 contact numbers for every child(not on sims – just in case) 

 contact details of all adults and emergency details 

 bus number 

 venue contacts  

 Trip lead or any adult will contact school in the event of an 

incident .  

 If groups are split groups leads will contact school to say group safe 

 School will then decide on severity of incident whether to inform 

parents.  

 If parents are contacted then it will be via parent mail text  - this 

will state the following; 

‘ As you know your child is on their trip today at ……. There has 

been an emergency and they are currently in lock down / or finding 

safety. We have all children and adults accounted for and they are 

safe. We are unable to take calls as we need to leave our lines free 



but those who are able to come into school can do so and be 

briefed further. The current situation is that your child is safe.’ 

 If there are children injured or missing then this message will go 

out; 

‘As you know your child is on their trip today at ……. There has 

been an emergency. As yet we are unable to gage the severity of 

the incident and would invite you to come to school for more 

information. If we have further updates then we will contact you 

personally or as a group mail’. 

 

 School to be open for parents and parents to be updated by SLT 

 School office cleared of all staff apart from Jane A, Denise & 1 

member of SLT 

 Bus company contacted 

 Parent text to all parents to ask that school lines not be used and 

parents not to ring school unless an emergency. They are free to 

email. 

 Staff family/parent helper family contacted  

 Decisions made on next steps throughout only made by head or 

deputy  

 School to remain open  


