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Introduction 
 

[Director of Education / Lifelong learning introduction inserted here] 
 

Suggested text: 
 

I am delighted to introduce this guidance manual for those who are introducing our children and 
young people to the delights and wonders of the learning that can take place away from the school 
or local youth club environment. My own experiences and the feedback from colleagues and young 
people highlight the tremendous value of educational visits; the associated activities and 
experiences provided are often some of the most enduring memories from school days, and can 
lead to a lifetime’s enjoyment in the outdoors. Visits, expeditions and activities offer opportunities 
to enrich learning, increase motivation and raise achievement in many areas of formal and informal 
learning. Visiting new areas and exploring new environments broadens knowledge and can deepen 
understanding of others’ need and requirements. 
 
Residential experiences, in particular, offer unique opportunities to encounter the practical realities 
of living together away from home, family and familiar surroundings. They provide a powerful 
vehicle for promoting personal and social development. Adventurous activities provide situations in 
which young people can gain personal fulfilment whilst developing the skills of co-operation, 
communication and teamwork. They can boost self -confidence, raise self -esteem and encourage 
the adoption of a healthy lifestyle. 
 
All adults involved in this important work, which brings so many benefits to our young people, 
recognise that working with young people away from their normal base brings significant additional 
responsibilities if we are to discharge our duties to safeguard the health, safety and welfare of the 
young people in our care. This guidance manual is intended to assist visit leaders and their teams 
to identify and meet these responsibilities. We believe our policy and guidance strikes the right 
balance and meets all current statutory requirements; in consequence, we will support colleagues 
who, despite careful adherence to this guidance, encounter difficulties. The County Council firmly 
believes in the value of the activities covered by this guidance, but recognises that these are only 
possible thanks to the dedication and commitment of the staff and volunteers who give their time 
to plan and deliver these programmes. 
 
Director signature 
 
 

[LEA logo inserted here] 
 
 
 
 
 
 
 



New guidance 
 
This manual replaces all previous guidance on educational visits. It builds on existing guidance by 
incorporating the supplements to the Health And Safety of Pupils on Educational Visits (HASPEV) 
guidance along with more recent Outdoor Education Advisers Panel (OEAP) guidance on overseas 
expeditions and pupil exchange visits.  
 
We are indebted to the following OEAP colleagues who freely shared their own LEA guidance as a 
starting point for the production of this All Wales policy and guidance; Paul Airey (Cheshire), Clive 
Atkins (Clive Atkins consultancy), Steve Brown (Cambridgeshire and Peterborough), Glynn Roberts 
(Birmingham), Bill Taylor (Worcestershire).  
 
It is available in published and electronic form to allow easy revision in the future.  
 
The guidance is intended as a reference document – not to be read as a book from cover to cover 
by all staff. The Educational Visits Coordinator (EVC) has an important role to play in understanding 
the document and directing staff who wish to lead a visit to the relevant sections. 
 
This document incorporates key elements from the DfES documents Health and Safety, 
Responsibilities and Powers (2001) and the supplements to HASPEV (2002). The HASPEV (2002) 
supplements are; 
 

o Standards for LEAs overseeing Educational Visits 
o Standards for adventure 
o Handbook for Group Leaders 
o Group safety at water margins 

 
This guidance embraces features of these documents and expands advice in many areas. However, 
both the Handbook for Group Leaders and Group Safety at Water Margins are strongly 
recommended as specific advice and must be available to visit leaders. All 5 publications can be 
viewed and downloaded from http://www.teachernet.gov.uk/visits. 
 
As recommended in these documents, the LEA will undertake an ongoing Educational Visit 
Coordinator (EVC) training programme in which an EVC will be trained and maintained in every LEA 
School / Centre. The EVC will perform a number of key tasks: 
 
• Assessing the competency of staff and volunteers working on Educational Visits, ensuring 

appropriate checks are in place 
 
• Approve ‘normal’ visits within the School / Centre based system 
 
• Notify the LEA of any visits abroad 
 
• Seek LEA approval for those visits for which LEA approval is required (see next page and 

Section M for detail)  
 
• Maintain records of all visits, staff records, incident and accident reports 
 
• Liaise with staff, offering advice, support and knowledge regarding Educational Visits 
 
• Liaise with the Head and Governing Body as required 
 
Community and Voluntary Controlled schools will maintain the post of EVC using the guidance in 
“Standards for LEAs”: points 5-8. If Foundation and Voluntary Aided schools are working in 
partnership with the LEA then they must also comply with the above criteria. 



Visit approval procedures – at a glance 
For full details of approval procedures see Section M of this guidance. 
 

Visit type Approval / notification 
required 

Supporting documents required 
for Schools / Centres using on-
line planning and approval 
system www.eduvisits.co.uk  

Additional supporting 
documents required 
for Schools / Centres 
not using 
www.eduvisits.co.uk  

All educational 
visits 
(i.e. away from the 
School / Centre 
site) 
 

approval by Head / EVC  
 
(note – regular low risk 
visits and activities may be 
given termly or annual 
approval by the Head/EVC) 

• Specific risk assessment  
plus 
• if using an independent 

provider - copy of 
completed Independent 
Provider’s Questionnaire 
(Appendix 10 of guidance)  

As left plus 
• Form EV1 

(Appendix 3 of 
guidance) 

Visits abroad  
(but not including 
any of the 
elements listed in 
the 3 rows below) 

Approval by Head / EVC       
 
 

     followed    by 
 
 
 

LEA notification at least 
28 days before visit 

As above As left plus 
• Form EV1  
• Form EV2 

(Appendix 3 & 4 
of guidance) 

Visits involving 
any of the 
following: 
• adventurous 

activities  
• remote, open 

or demanding 
environments 

• on, in or near 
hazardous 
water  

Approval by Head / EVC        
 
 
 

     followed    by 
 
 
 
 

LEA approval at least 28 
days before visit 

As above  
plus  
• if leading a journey or 

expedition - copy of route 
(electronic or hard copy)  

 

As left plus 
• Form EV1  
• Form EV2 
 

Overseas 
expeditions using 
an independent 
provider 

Approval by Head / EVC        
 

     followed   by 
 
 
 
 

Initial LEA approval >12 
months beforehand 

 
 

     followed    by 
 

Final LEA approval > 8 
weeks beforehand 

• Form EV4 (appendix 6 of 
guidance) at least 12 
months before 
expedition 

 
• Form EV5 (appendix 7 of 

guidance) at least 8 
weeks before expedition 

As left plus  
• Form EV1  
• Form EV2 

Duke of 
Edinburgh 
Award 
expeditions 

Approval by Head / EVC  
      
    followed       by 
 
LEA approval at least 28 
days before the expedition 

• copy of route – electronic or 
hard copy 

• specific risk assessment  
plus 
• copy of green DofE Wild 

Country Panel notification 
form if relevant 

• copy of blue DofE form if 
going abroad 

As left plus  
• Form EV1  
• Form EV2 
 

 
 



Notes for Educational Visits  
Coordinators (EVCs), Heads and Governing 

Bodies 
 

1 Introduction 
 
This manual replaces all earlier LEA guidance on Educational Visits distributed to Schools / Centres.  
It is essential that all copies of the earlier guidance are destroyed and replaced with 
this edition. 
 
Hard copy distribution of this manual, free of charge, is as follows: 

 
Each School / Centre       2 copies 
 
Appropriate LEA officers      1 copy 

 
This manual is also available to download from www.address to add   
 
Important note: 
In order to ensure that this guidance remains up to date with current best practice, EVCs will be 
informed directly by the Outdoor Education Adviser of any future additions / amendments to this 
document. It is the responsibility of the EVC to ensure that these amendments are included in the 
School’s / Centre’s copies of this guidance and staff informed of the changes.  
 

2 Scope of the guidelines 
 
These procedures and guidelines apply to any included activity, as outlined herein, for which the 
Local Education Authority has a legal duty of care to the participants. 
 
It applies to the following organisations, collectively referred to as Schools / Centres: 

 
• LEA maintained Schools / Centres, including schools, youth centres, colleges, residential 

centres. 
 
• Any units wholly or partly the responsibility of the LEA. 
 
• Any activity initiated by, or where the participants are recruited through, any of the above 

Schools / Centres e.g. Duke of Edinburgh Award.  
 
• Any activity organised or led by LEA full time staff, part time staff, or volunteers acting on 

behalf of the LEA. 
 
In Voluntary Aided and Foundation Schools, the governing body has the responsibility for Health 
and Safety including educational visits. The governing body may choose to join the LEA in a 
partnership to follow this document in its entirety OR to retain all responsibility. Written notification 
of the decision taken by the governing body in this respect should be sent to the Director of 
Education and Lifelong Learning. The document will still be made available to ‘non partnership 
schools’ but will be for advice only. 
 



3 Glossary of terms 
 
• Young person - all children, pupils, young people, and youth club members for whom the 

activities are provided and for whom the LEA has a duty of care. 
 
• Adult volunteer – all adults who help on a visit with the permission of the Head but who 

are not employees of the School / Centre. 
 
• Teacher / youth worker – includes teachers, youth workers, higher level teaching 

assistants, learning support assistants, early years practitioners, peripatetic employees and 
others who are employed by the School / Centre. 

 
• Visit leader – a named person who will plan, prepare and lead the visit. 
 
• Group leader – staff and / or volunteers who will supervise a sub group of the whole party 
 
• EVC – the Educational Visit Coordinator who oversees the approval mechanism within the 

School / Centre for all visits. The functions of the EVC are detailed in Section A5. Due to the 
nature of the role, EVCs must be an experienced member of staff, with a background 
in education or youth work, who is capable of influencing the senior management 
team within the School / Centre. The EVC may be the Head. 

 
• Head - all Headteachers, Principals, Directors, Senior Youth Workers, Centre Heads and all 

others who are in charge of a School / Centre or unit. 
 
• Governor  - this term is used for Governing Bodies, Management Committees, or any group 

of persons exercising a management function for an LEA School / Centre. 
 
• School / Centre - all Schools / Centres and functions of the LEA listed in paragraph 2 

above. 
 

4 Off site educational visits – scope of the guidance 
 
The guidance in this manual is relevant to any occasion in which young people leave the School / 
Centre site for any activity or visit whilst legally in the care of the School / Centre. It is important 
that all visits follow an established procedure within the School / Centre which is managed and 
maintained by the Head / EVC. These procedures should be regularly reviewed.  
 
It is recognised that whilst the principles of this manual apply to all visits, Schools / Centres should 
adopt the concept of proportionality of process surrounding each visit. For example, the processes 
to support a month long foreign expedition should be proportionately different to those for local 
visits and activities undertaken in ‘normal’ lesson time or as part of regular, local extra-curricular 
provision. Termly or annual consent and a generic risk assessment may be appropriate for a range 
of regular, local visits.  
 
Additional advice for governing bodies is given in Appendix 1. 

 
 
 
 



Thinking about a visit 
 
A brief guide / aide memoire for visit leaders. Full details of these issues are contained in Section B 
‘ Organising a visit’ and other relevant sections of this manual and should be referred to if you 
decide to organise a visit.  
 

Before the visit 
 
The planning process 
 
Depending on the nature of the visit this process will take place over weeks, months or even years. 
The quality of the process will not only determine safety but also the quality of the experience for 
young people. It is not meant to be arduous but must be thorough. 
 
Speak to your Educational Visit Coordinator (EVC) at an early stage about your outline plan. This 
will give you immediate feedback on your ideas and will ensure you do not expend energy on a 
visit that may not receive approval.  
 
What are the aims of the visit? 
 
A visit with clear aims and objectives appropriate for the age and ability of the group is more likely 
to be a high quality, safe experience for all involved. There should be clear links between the 
activities on a visit and the normal work of the School / Centre. This will help to ensure that the 
visit is of benefit to both young people and staff and that the outcomes of the visit are successful.  
 
Seeking advice  
 
The EVC is a good starting point for advice and information. Within the School / Centre there may 
be other staff who have run similar visits who are able to offer practical advice. 
 
The LEA Outdoor Education Adviser can give advice and guidance on Outdoor Education and other 
issues relating to visits. 
 
Visit approval / notification 
 
Your School / Centre will have a process for approval of off-site visits. This is likely to be led by the 
EVC who has specific responsibility to approve and oversee visits. They may give approval directly 
or may refer to the Head / Governing Body for approval. LEA approval or notification is required for 
certain types of visit and these are detailed in Section M. 
 
Timescales for EVC / LEA approval must be followed. 
 
Transport 
 
As part of the planning process you will need to decide how you are going to transport your group 
of young people. In particular you should consider how you will manage the group during transport 
and arrival. Insurance and licence requirements should be checked for any staff or volunteers 
driving young people. 
 
Section E gives details on issues relating to transport.  
 
Finance 
 
Finance is an important aspect to any visit and should be planned for accordingly. Issues to 



consider include delivery and staffing of the programme, transport, entrance fees, clothing / 
equipment hire, food and for overnights, appropriate accommodation. 
 
Insurance 
 
Most LEAs arrange insurance cover for Schools and Centres. You will need to check with your EVC / 
Head whether this is the case and, if so, what is covered by the policy. Parents should be informed 
about what is covered by the LEA policy and advised to take out additional insurance if this is 
deemed necessary (eg personal belongings, cancellation etc). 
 
Risk management 
 
Risk management is not solely about completing a written risk assessment form. Whilst this is an 
important element in the planning stage (and creates a valuable record of this process), it is the 
ability of leaders to monitor changing conditions during the visit and react appropriately that is the 
main determinant of safety on a visit. This ability to manage ongoing risks is a key leader 
competence that is best developed through a staged ‘apprenticeship’ where staff initially assist on 
visits with one or more experienced colleagues prior to leading their own trips. Competence in 
ongoing risk management may also be developed through appropriate training and leadership 
courses. Your Outdoor Education Adviser can advise on relevant courses. Section B contains further 
information about risk management along with advice on risk assessment. 
 
Talking to young people and parents / carers 
 
Young people and parents / carers need to be given information about the visit and you will need 
to collect information such as dietary and medical requirements. Behavioural and other special 
needs should also be investigated to allow appropriate support to be provided on the visit. 
 
Parents / carers need to be provided with full ‘warts and all’ information about the visit so that they 
can give fully informed consent for their child to take part in all planned activities (including any 
contingency plan activities). They will also need to be informed about the clothing and equipment 
required, financial details (including payment dates), insurance cover and emergency procedures in 
case of early / late return or accident.   
 
Involving young people in the planning process 
 
It is good practice to involve young people in the planning process of a visit. This can help to 
educate them in aspects of risk management and makes it more likely that they will be aware of 
hazards and risks and ways to deal with them safely. 
 

During the visit 
 
Staffing 
 
When choosing staff for a visit, their competence to manage a group effectively in the planned 
activity / location along with their ability to carry out ongoing risk management are of primary 
importance. 
 
Visit and group leaders who accept responsibility for young people on a visit have a common law 
duty of care towards those in their care. The legal section (Section D) explains this more fully and 
how staff are protected against cases of alleged negligence. 
 
Each visit should have a visit leader who plans and prepares the visit. They will also be responsible 
for briefing the group leaders and defining roles and responsibilities. 
 



Staff acting as group leaders should be competent to undertake tasks which have been allotted to 
them by the visit leader. Working with young people is an ongoing learning process, not an exact 
science. To support the learning process the LEA offers a Group Leaders Training course delivered 
by the Outdoor Education Adviser. 
 
The programme 
 
Deliver the programme according to the plans made. However, you may need to make changes to 
your original plans and update your risk assessment accordingly. You should be prepared to make 
adjustments. Always think about it as a dynamic process. 
 
If things don’t go to plan A 
 
Your planning and risk assessments should include contingency plans (plan B) to cope with 
weather changes, activities not possible, emergencies or other ‘spanners in the works’. Do not 
hesitate to move to your plan B if conditions require it. If you have to change things during the day 
and cannot opt for your Plan B, use this ongoing risk management experience to inform review of 
the visit and risk assessments on return to base. If possible, call your base to discuss your 
alternative plans. Except in emergency, this should not involve activities for which parental 
approval has not been obtained. 
 
Emergency procedures 
 
If there is an accident or incident you will need to initiate your emergency procedures. Make sure 
you have established 24 hour emergency procedures with the EVC / Head prior to the trip. Record 
accurately any incidents to help with incident reporting on return to base. 
 

After the visit 
 
Thank those involved in leading / organising the visit. 
 
Review learning with young people and staff involved. This will reinforce positive outcomes from 
the visit. 
  
Consider a parents evening / assembly or other presentation to celebrate the experience and 
learning which took place on the visit. Involvement of young people in this is highly recommended.  
 
Review the risk assessment and other planning arrangements in the light of your experience on the 
visit – this will help to make future visits more successful. Provide a report / evaluation of the visit 
to the EVC as required. 
 
Keep all records on file for future reference. 
 
 
 
 

 
 

 
 
 
 

 
 



The EVC in action – an overview of the role 
 
Due to the nature of the role, EVCs must be an experienced member of staff, with a background in 
education or youth work, who is capable of influencing the senior management team within the 
School / Centre. The EVC is the routine contact for dialogue with the LEA Outdoor Education 
Adviser.  Unless explicitly delegated to an EVC, these responsibilities would rest with the Head. 
 
The EVC performs a number of key tasks: 
 
• Approve ‘normal’ visits within the School / Centre based system 
 
• Notify the LEA of any visits abroad 
 
• Seek LEA approval for those visits for which LEA approval is required 
 
• Assessing the competency of staff and volunteers working on Educational Visits, ensuring 

appropriate checks are in place 
 
• Maintain records of all visits, staff records, incident and accident reports 
 
• Liaise with staff, offering advice, support and knowledge regarding Educational Visits 
 
• Liaise with the Head and Governing Body as required 
 
Important note: functions listed above which are administrative in nature may be delegated to 
an appropriate member of school / centre staff. The responsibility to ensure that these functions 
have been carried out would remain with the EVC. 
 
Approving visits 
 
Schools /centres should ensure that appropriate policies, approval mechanisms and other 
procedures are in place for educational visits and are being followed by members of staff. The EVC 
should provide advice to governing bodies / management groups in developing these systems. This 
manual is a useful starting point for this process. 
 
The School / Centre policy should ensure that visit leaders seek early outline approval of their visit 
by the EVC, before any financial commitment is made. Adequate notice allows all checking 
procedures to take place, including LEA approval / notification where required. 
 
These policies should be proportionate to the type of visit being planned. For regular local visits the 
School / Centre may wish to adopt a termly or annual system of approval. Specific visit approval 
should be required for one-off visits or for visits involving travel further afield, overnight stays or 
any of the activities / venues for which LEA approval / notification is required. 
 
Checking process 
 
Aims of visit 
 
These should be clearly identified at an early stage and be relevant to the young people and to the 
School / Centre. As well as contributing to educational outcomes they will also affect safety. 
 
Staffing 
 
Staff numbers and competence should be appropriate to the size, capability and age of the group 
and the nature of the activity. Typical staff : pupil ratios are set out in Appendix 20 and 21.  
 



 
Finance 
 
The financial implications of a visit require detailed consideration at an early stage and it is 
important to maintain records that can be verified as they may be the subject of audit. 
 
Consent 
 
Parents / carers must be given full details of the intended programme (including any contingency 
plans) prior to giving fully informed written consent. This consent must be obtained before the 
visit. Young people should never be engaged in activities to which parents / carers have not given 
their consent. 
 
Risk management 
 
Managing risk is not about risk assessments alone, although these form an essential part of the 
planning process. Of crucial importance is the competence of visit and group leaders to manage 
their group and to carry out ongoing risk management as conditions change during the visit. 
Location, activity, young people, staff, travel arrangements and other variables can all add risks to 
the overall visit. These risks can be reduced to an acceptable level by good planning and 
preparation, selection of competent leaders and well-prepared young people.  
 
The EVC has a key role in their School / Centre to encourage a robust, effective risk management 
system which addresses the issues raised above.  
 
Emergency procedures 
 
Emergency contacts for the school /centre plus emergency contacts for all party members must be 
carried on all educational visits and visit leaders should understand the School / Centre emergency 
procedures. For all visits the telephone contact should be accessible at all times. 
 
Competency of staff 
 
Staff training and development 
 
A programme of relevant staff training should be in place for visit and group leaders e.g. Group 
Leader training, first aid and for specific areas where required e.g. Duke of Edinburgh Award 
expeditions, outdoor activities and visits to more remote locations.  
 
Less experienced staff should serve an ‘apprenticeship’, gaining experience working alongside more 
experienced colleagues until they have gained sufficient experience to competently lead visits 
themselves.  
 
Volunteers 
 
Volunteers such as parents / governers can make a valuable contribution to the success of an 
educational visit. It is important that volunteers are competent to carry out allotted tasks and 
understand their areas of responsibility.  
 
Please check the LEA / School / Centre policy with regard to volunteers and CRB checks. Any 
volunteer working on a residential visit should be CRB checked.  
 
Annual staff meeting 
 
It is advisable for the EVC to hold an annual meeting to look at the issues of the School / Centre 
educational visits programme. Included in this will be a review of visit evaluations, risk 



assessments, incidents, accidents and emergency procedures. 
 
Young people 
 
Educational visits offer a range of valuable experiences and wherever possible should be made 
available to young people. 
 
Adequate and appropriate preparation will enhance enjoyment, educational value and safety. The 
age, maturity and ability of young people along with the nature of the intended visit should 
determine the extent of such preparation. 
 
LEA child protection procedures must be considered and applied as necessary.  
 
Educational visits provided by the School / Centre should reflect the inclusion policy. Special 
arrangements may have to be made for young people with specific special needs and these may 
include special equipment / staffing / programme implications. 
 
It is important that visit leaders are aware of any special medical details or conditions at the time of 
the visit. Dietary requirements are an important part of the planning process for residential visits. 
 
Support 
 
The Outdoor Education Adviser will be able to provide support to the EVC, particularly regarding 
activities and environments for which LEA approval is required. 
 
Senior management should set aside sufficient time and resources to support the important work 
of the EVC. 
 
Access to emergency procedures 
 
Leaders and accompanying adults should be familia r with the School / Centre emergency 
procedures. These procedures should be reviewed annually so that they can be kept accurate and 
up to date. The EVC should ensure that the senior management team have access to the LEA 
critical incident plan. 
 
Telephone contact details should be collected for all parents / guardians of young people on the 
visit and should be available to the visit leader whilst the visit is underway. It is good practice to set 
up a parental telephone network to speed up communication in the event of an incident for certain 
categories of visit. 
 
Feedback 
 
All use of first aid kits, incidents and accidents on educational visits should be recorded and 
reviewed on a regular basis. The School / Centre should adhere to the LEA policy on incident / 
accident reporting. 
 
Reports on educational visits by young people and staff should be encouraged. They promote visits 
and provide opportunities for review and improvement. There should be an annual report of all 
visits to the governing body / management committee. 
 
 
 

 
 
 



Section A 
 

Responsibilities 
 

A1 General 
 
The aim of this Section is to clarify the major responsibilities of all parties involved in the visit. It 
should: 
 
• help to ensure that no vital issue is overlooked; 
 
• clarify areas of responsibility; 
 
• encourage awareness of the vital issues of safety and well-being; 
 
• ensure appropriate support for leaders. 
 

A2 The LEA 
 
As employer, the Local Education Authority (or Governing Body if a voluntary aided or foundation 
school) is responsible for the actions of its employees whilst acting in the course of their 
employment. By association, this includes the safety and well being of young people in its care and 
volunteers assisting in the delivery of educational visits. 

 
To ensure these responsibilities are met, the LEA: 
 
• makes this document available to all Schools / Centres, to social service establishments and 

to the Duke of Edinburgh’s Award scheme as a statement of good practice. 
 
• will continue to provide up-to-date advice 
 
• assesses and approves proposals for specified types of visit 
 
• approves leaders for specified activities and holds a register of these leaders 
 
• provides an emergency support service 
 
• monitors accidents and incidents across the LEA 
 
• maintains specified insurance cover 
 
• maintains procedures to monitor and review safety in educational visits. 
 
• provides opportunities for teachers / youth leaders to participate in appropriate in-service 

training 
 

A3 The governing body  
 
As part of its responsibilities for the general conduct of the School / Centre, each governing body 
must; 

 



• ensure that a local policy exists for the coordination and approval of visits and for their 
effective and safe management; 

 
• assure itself that appropriate risk management procedures are in place; 
 
• ensure that LEA approval / notification is arranged where required as defined in Section M of 

this guidance; 
 
• determine its procedures for responding to a major emergency; 
 
• have a charging and remissions policy (see Section C). 
 
For further advice please refer to Appendix 1 Advice to Governing Bodies. 
 

A4 The Head  
 
Each Head is responsible for ensuring that Governing Body and LEA policy is implemented. Under 
his / her conditions of employment is a responsibility for ensuring that all activities are properly 
planned, appropriately supervised and risks assessed by a competent person.  
 
In Schools / Centres where there is no Governing Body, the Head assumes the 
responsibilities listed in paragraph A3 above. 
 
 In particular Heads must ensure: 

 
• they delegate tasks to the EVC as appropriate; 
 
• that the visit leader is an employee who is competent to lead the visit; 
 
• the suitability, number and competence of all adults accompanying or instructing the party; 
 
• that adequate child protection measures are in place; 
 
• proper and effective support structures in the event of difficulty or emergency, including 

means of contacting the Education Officer (Schools), Principal Youth Officer (Youth Service) 
and the LEA; 

 
• LEA approval / notification is arranged, where required, and that appropriate insurance cover 

is in place; 
 
• that visits are evaluated to inform future visits. 
 
Visit procedures should be reviewed on an annual basis in order to ensure that they reflect the 
current thinking of the Governing Body or School / Centre and are up-to-date in relation to staff 
changes.  

 

A5 Educational Visits Co-ordinator (EVC) 
 
Due to the nature of the role, EVCs must be an experienced member of staff, with a background in 
education or youth work, who is capable of influencing the senior management team within the 
School / Centre. The EVC is the routine contact for dialogue with the LEA Outdoor Education 
Adviser.  Unless explicitly delegated to an EVC, these responsibilities would rest with the Head. 



 
The functions of the EVC are to:  
 
• carry out work delegated by the Head/LEA/Governors; 
 
• support the Heads and Governors with approval decisions; 
 
• ensure the competence of the staff and volunteers to lead or otherwise supervise a visit; 
 
• organise the training / induction of leaders and others going on a visit; 
 
• ensure that Criminal Records Bureau checks are in place as necessary; 
 
• ensure that parental consent or refusal is obtained; 
 
• ensure that emergency arrangements and emergency contact for each visit are in place; 
 
• keep records of individual visits including accident/incident/near miss reports; 
 
• review systems and monitor practice. 
 
Important note: functions listed above which are administrative in nature may be delegated to 
an appropriate member of school / centre staff. The responsibility to ensure that these functions 
have been carried out would remain with the EVC. 
 
A6 Visit leader 
 
The visit leader has overall responsibility for the management of the visit and must: 

 
• follow LEA and governing body regulations, guidelines and policies;  
 
• recognise that whilst leading the visit he / she is representing  the Head, School / Centre and 

LEA; 
 
• ensure that all accompanying adults, whether employees or volunteers, are fully briefed on 

their roles and responsibilities and understand the requirement to be vetted in accordance 
with standard School / Centre / LEA procedures. 

 
• ensure the overall maintenance of supervision, order and discipline at all times; 
 
• make adequate arrangements for the safety and well-being of all young people at all times; 
 
• introduce appropriate child protection measures; 
 
• make appropriate and adequate preparations for emergencies in conjunction with the EVC 

and ensure that all accompanying leaders are familiar with these procedures; 
 
• arrange for clearly understood delegation in his/her absence;  
 
• ensure that persons instructing adventure activities are competent and properly qualified; 
 
• ensure that the visit and activities are suitable for the group; 



 
• ensure that accompanying adults are aware of young people' special educational or medical 

needs; 
 
• consider the planning checklist (Appendix 2) to ensure all procedures have been followed; 
 
• prepare a specific risk assessment for the visit; 
 
• obtain the Head / EVC’s written approval for the visit; 
 
• carry out ongoing risk management while the visit takes place. 
 
 

A7 Teacher / youth worker  
 
Teachers / youth workers must recognise that they act as employees whenever the visit takes 
place.  They have a responsibility for: 
 
• maintaining order and discipline; 
 
• safeguarding the health, well-being and safety of the young people in their care; 
 
• informing the Visit Leader of any relevant incidents affecting, or likely to affect, group 

members. 
 
A8 Adult volunteer 
 
Volunteers who are not teachers / youth workers at the school /centre must: 
 
• understand and agree to the expectations of them; 
 
• understand their relationship to the young people, teachers / youth workers and visit leader; 
 
• recognise the limits of their responsibilities; 
 
• follow instructions from teachers/ youth workers / visit leader; 
 
• ensure they are not left in sole charge of young people unless this has been formally agreed 

and risk assessed; 
 
• raise concerns for young person welfare with the visit leader. 
 
Adult volunteers must understand that the principle of ‘duty of care’ will apply to all who are in a 
supervisory capacity, though it is likely that courts would expect a greater level of care from staff 
than voluntary helpers.  

 

A9 Young people 
 

Whilst taking part in educational visits young people also have responsibilities. They should be 
made aware of these responsibilities by the visit leader or other member of staff, for their own 
health and safety and for that of the group. Young people should: 
 



• follow instructions of the visit leader and other members of staff; 
 
• dress and behave sensibly and responsibly; 
 
• look out for anything that might hurt or threaten anyone in the group and tell the visit leader 

about it. 
 
• not take unnecessary risks; 
 
• if abroad, be sensitive to local codes and customs; 

 

A9 Parent / carer 
 

Parents / carers have an important role in deciding whether any visit or off-site activity is suitable 
for their child. Subject to their agreement, parents / carers should: 

 
• inform the visit leader about any medical, psychological or physical condition of their child 

relevant to the visit; 
 
• give or refuse consent and sign the consent form; 
 
• provide appropriate clothing, food, etc, in line with pre-arranged briefings; 
 
• provide details of where they can be contacted in emergency or if a party has to return earlier 

than planned.   
 

 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 



Section B 
 

Organising a visit 
 

This section contains the majority of information required to organise a visit. A safe and successful 
visit is started at the early stages with good planning. In following the guidance in this section, 
staff will have already completed the first stage of risk management - good planning informed by 
appropriate guidance. 
 
Visit leaders using the on-line visits planning and approval system (www.eduvisits.co.uk) will 
automatically be led through the required planning and approval process. 
 
For visit leaders who are not able to use the on-line system, the checklist in Appendix 2 is provided 
as an aide-memoir for major aspects within this section.  
 

Before the visit 
 
B1 Purpose of visit 
  
Aims and objectives of the visit should be clearly identified at an early stage.  These should be 
relevant to young people and the broad curriculum, taking account of age, ability, previous 
experience and resources available.  Clear, appropriate objectives will contribute significantly to the 
safety and educational outcomes of the visit. They will ensure: 
 
• appropriate contribution to the overall aims of the School / Centre; 
 
• an appropriate structure and discipline for the visit; 
 
• maximum young person motivation; 
 
• a choice of environment and activity appropriate to young person maturity and experience; 
 
• consideration of appropriate training, staffing and resources. 
 
B2 Risk management and assessment 

 
Risk assessment is an essential element in the planning stage (and creates a valuable record of 
this process). It is a legal responsibility of employers and is usually carried out by the visit leader.   
 
The purpose of the risk assessment is to identify the significant hazards and risks posed by the visit 
and, as far as is reasonably practicable, to take measures to reduce those risks to an acceptable 
level. Written risk assessments should be kept in proportion to the risks involved, should be simple 
and should be understood and implemented by all those involved in the visit.  
 
It is good practice to involve all leaders in the risk assessment process; risk assessments produced 
by one person are rarely read or understood by others on the visit. It may be productive to think of 
a risk assessment as the minutes of a meeting where significant issues relating to the health, 
safety and well being of young people and leaders were discussed.  Best practice suggests that 
young people themselves are involved in the risk assessment process. 
 



Terminology for risk assessments 
 
A Hazard, is something with the potential to cause harm e.g. road traffic . 
 
A Risk is the harm that could result if someone comes into contact with a hazard e.g. injury after 
being hit by a vehicle.  

 
Control measures are the actions that are put in place to reduce the risk e.g. brief the group on 
safe crossing procedure, use suitable crossing points and supervise young people when crossing. 
 
The risk assessment should; 
  
• identify the significant hazards and the risks that these hazards pose; 
 
• identify who might be affected by them; 
 
• identify what control measures are needed to reduce any risks to an acceptable level; 
 
• be recorded, shared and then retained on file prior to the visit; 
 
• be reviewed following the visit and revised where necessary. 
 
Hazards can generally be grouped under the following headings; 

 
• Environmental issues e.g. weather, members of the public, traffic, site-specific hazards; 
 
• Group characteristics e.g. age, maturity, medical conditions, experience, behaviour 
 
• Leadership and activity   
 
• Equipment 
 
• Transport – e.g. how will the group get to and from the activity site?  
 
The three levels of Risk Assessment / management  

 
Risk assessments can be divided into three categories; 

 
1. Generic risk assessment (available from the LEA, School / Centre or other source) 
These are general statements of good practice that apply to the activity wherever and whenever it 
takes place. They may take the form of LEA policies, NGB guidance, or the School’s / Centre’s own 
policies and operating procedures.  

 
A sample generic risk assessment is provided in Appendix 23 of this guidance. The full database of 
Local Authority Generic Risk Assessments can be accessed by visiting www.eduvisits.com or by 
request from the Outdoor Education Adviser. These are provided as a starting point for visit leaders 
to use when preparing a specific risk assessment for their visit (see 2 below). 
 
2. Specific Risk Assessment (completed by the visit leader during the visit planning 
stage) 
The visit leader (or other nominated leader) should complete a specific risk assessment for each 
visit (or series of visits – see note below) during the early planning stages for the visit. The specific 
risk assessment should amend / add to the generic risk assessment to ensure that the significant 
hazards and risks peculiar to the visit and group members are identified and appropriate control 
measures introduced.  



 
A blank specific risk assessment is provided in Appendix 24. 
 
The specific risk assessment should be approved by the Head / EVC and recorded and 
retained on file prior to the visit. 
 
Series visits 
Where a series of regular local visits are planned for the same group, a single risk assessment for 
the series of visits may be adequate.    
 
3. Ongoing risk management (carried out by leader(s) during the visit – not written) 
Ongoing risk management involves the common-sense judgements and decisions made by leaders 
as situations arise during a visit e.g. cancelled public transport, closed venue or adverse weather 
conditions.  It requires leaders to remain vig ilant at all times and react accordingly to ensure risks 
remain at an acceptable level.  
 
The ability to manage ongoing risks is a key competence for those who lead educational visits. It is 
best developed through a staged ‘apprenticeship’ where staff init ially assist on visits with one or 
more experienced colleagues prior to leading their own trips. Competence in ongoing risk 
management may also be developed through appropriate training and leadership courses. Your 
Outdoor Education Adviser can advise on relevant courses. 
 
The EVC / Head must make the decision as to whether staff are competent or not to manage 
ongoing risks. For visits that require LEA approval, the Outdoor Education Adviser can assist Heads 
/ EVCs in this decision.  
 
Actions taken as a result of ongoing risk management should inform the review of generic / 
specific risk assessments on return to base. 
 
The diagram below illustrates the 3 levels of risk assessment and their relative importance to risk 
management on an educational visit; 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
Contingency Planning (Plan B) 
It is good practice to have one or more contingency plan(s) (plan B) for any activity that could be 
cancelled. This may simply be returning the young people to base or may involve alternative 
activities. These should be risk assessed and staffed appropriately during the initial planning stage 
for the visit. Parents should be made fully aware of any plan B activities prior to giving consent for 
their child to take part.  
 



Pressure on staff by young people to stick to the original plan despite poor conditions has led to 
serious incidents in the past and must be resisted. If the group are aware of contingency plans, 
disappointment (and therefore pressure on staff) will be kept to a minimum. By involving young 
people in the risk assessment process, they are more likely to understand the reasons for 
abandoning plan A. 
 
Using independent providers – risk assessment responsibilities  
Communicate with the organisation to confirm that they have risk assessments in place for the 
activities / services that they provide. The independent provider’s questionnaire (appendix 10) is 
provided for this purpose. You must be clear on what they are responsible for (e.g. leading activity 
sessions) and what your staff are responsible for (e.g. non activity time supervision, travel to and 
from the venue) and then risk assess what you are responsible for. Any grey areas should be 
resolved through further discussion.  
 
B3 Educational visit approval / notification procedures 
 
Internal approval procedures 
 
All visits require internal approval (usually by the EVC) according to School / Centre procedures. In 
addition, certain types of visit require subsequent LEA approval or notification (see Section M of 
this guidance). 

 
Schools / Centres should determine their own procedures for internal approval of educational visits. 
Form EV1 in Appendix 3 is provided for Schools / Centres to adopt or adapt for this purpose. 
Approval procedures should be relative to the level of risk of the intended visit i.e. regular ‘low-
risk’, local visits within curriculum time may be given series approval by the EVC/Head e.g. for a 
term or academic year and may only require partial completion of Form EV1. For visits further 
afield, or involving activities of a higher risk nature, the full details set out in Form EV1 may be 
required for each visit. 
 
LEA approval / notification procedures 
 
Refer to section M for full details of LEA approval procedures. 
 
Approval in principle should be sought from the Head / EVC as soon as possible and before any 
financial commitment is made.  School / Centre policies differ; visit leaders must check and 
follow the local procedures of their School / Centre. 
 
The LEA must be notified of all visits abroad (i.e. beyond mainland Wales, Scotland and England) 
 
The only visits which require LEA approval are those which involve; 
 
• visits to open, remote or demanding environments (defined in Section M, table Mi); 
 
• adventure activities (listed in Section M, table Mii); 
 
• activities which takes place on, in or near hazardous water (other than life guarded swimming 

pools);   
where there is a significant risk of falling in or; 
where entry into water is planned. 

 
LEA approval / notification for these visits must be arranged at least 28 days before the visit is 
due to take place.   



 
School / Centre employees who wish to lead any activity for which LEA approval is required must 
be approved as technically competent to do so by the Outdoor Education Adviser. Details of how to 
seek LEA leader approval are set out in Section M. 

 
Visits which do not involve any of the elements listed above need only be approved at School / 
Centre level by the Head / EVC according to individual School / Centre policy. The EVC should 
keep an up to date historical record of all educational visits organised by the School / 
Centre.  The table in Appendix 18 is provided for EVCs to adopt or adapt for this purpose. 
 

B4 Preliminary visit and research 
 
There is no substitute for firsthand, up to date information.  
 
A preliminary visit, by the visit leader at least, is considered highly desirable on both educational 
and safety grounds for all visits, but in particular for those; 
 
• visits to be led by less experienced staff 
 
• to unfamiliar terrain or location where the activity is to be teacher / youth worker-led; 
 
• involving very young people or those with special needs; 
 
• visits to locations where there may be special hazards. 
 
A preliminary visit should seek to (where appropriate): 
 
• check the appropriateness of the venue to young people’ needs and to the objectives of the 

visit; 
 
• identify potential hazards; 
 
• check timings (local transport, lengths of walks, tides etc.); 
 
• establish local contacts; 
 
• check accommodation, especially for fire-hazard and evacuation; 
 
• agree in advance, between visit leaders and activity provider, the division of supervisory 

responsibility; 
 
• obtain information on local services (locations of doctor, dentists, hospital, telephone, toilets); 
 
• establish an appropriate emergency action plan. 
 
In situations where an advance visit is not possible, every effort should be made on arrival to check 
that prior assumptions about the area are accurate. Depending on location this check may need 
programming and staffing.   

 
All other means of researching the area should be explored.  Sources of information include:  
district councils, tourist offices, National Parks’ information services, other county Schools / 



Centres, other LEAs. Time spent seeking relevant information and resources is rarely wasted. 
 

B5 Staffing 
 
Educational visits involve considerable responsibility on the part of teachers / youth workers and, in 
the case of residential experiences, require a duty of care for young people for 24 hours every day.  
To facilitate this, the Visit Leader MUST (where relevant): 
 
• ensure that young people and parents / carers are clearly aware of the implications of the 

visit and that fully informed parental consent has been obtained for all planned activities 
(including any activities within contingency plans); 

 
• ensure that the overall party size is restric ted to that which is manageable in the 

circumstances; 
 
• ensure that staff are competent to cope with all planned activities; 
 
• ensure that staff and supervisory adult numbers are sufficient (see guidelines in Appendix 20 

& 21); 
 
• ensure that minibus drivers are appropriately qualified and prepared to undertake this role 

(see Section E).  
 
• have advance notice of any disabilities, health or fitness concerns amongst staff, pertinent to 

their role on the visit or any part of it eg. a predisposition to serious travel sickness; 
 

and SHOULD: 
 
• recognise that large parties create special supervisory problems and should be sub-divided 

for activity purposes 
 
• be aware that small parties with minimum staffing are very vulnerable to staff illness or 

accident.  This eventuality needs serious consideration at the early planning stage, especially 
for extended visits or any of the visits which require LEA approval / notification; 

 
• allow for the likely reduction in effectiveness of any member of staff who is accompanied on 

the vis it by a close relation. This may be particularly relevant in an emergency situation (see 
B7 below); 

  

B6 Planning for succession 
 
It is good practice to create an ‘apprenticeship’ system within the School / Centre to allow less 
experienced members of staff to work alongside more experienced colleagues on visits. This 
creates a valuable professional development opportunity for all involved and helps to develop a 
pool of competent visit leaders for the future.     
 

B7 Children & close relations of leaders/helpers  
 
Leaders and helpers who bring their own children / close relations on a visit may have potential 
conflicts of responsibility. This may have consequences for supervision levels, particularly in 
emergency situations e.g. where a parent focuses on their own child.  



 
Heads/ EVCs must consider carefully the potential for any such conflict of interest on overall group 
safety prior to giving approval.  
 

B8 Staff: young person ratios 
 
Actual ratios for any visit must be determined through a process of risk assessment by the visit 
leader or other competent staff. Ratios will vary according to weather conditions, nature of the 
activity and the ability, experience, age and needs of each individual and group. Staff: young 
person ratios given in Appendix 20 and 21 are intended only a starting point for visit leaders when 
planning their visit. 
 
Where leaders operate alone, the group should be trained and fully briefed on action to take in the 
event of leader incapacitation. An assistant leader, able to look after the group and raise the alarm, 
should be present if the group would be at significant risk were the leader incapacitated. 
 
The use of suitable parents / carers or other adult volunteers should be considered - see below.   
     

B9 Use of volunteers 
 
Adults, other than teachers / youth workers and ancillary staff based at the School / Centre, can 
make a valuable contribution to the success of the visit. The LEA values and recognises this 
contribution, provided that: 
 
• any visit is led by a teacher / youth worker or suitable LEA employee approved by the Head / 

EVC (and LEA if required); 
 
• employees at the School / Centre normally form not less than 50% of the minimum required 

staffing complement (for under 5 years of age children, where especially hight levels of adult 
supervis ion are required, it is recommended that there should be at least one staff member 
for every 20 young people, supported by a balance of approved adult helpers); 

 
• volunteers are competent for their allotted tasks, 
 
• each individual is approved by both the Head and visit leader and is entered on the voluntary 

helpers list kept by the School / Centre; 
 
• they have been carefully briefed on the scope of their responsibility. 
 
Where individual volunteers regularly help with visits, or are assisting with a residential visit, a full 
CRB check will be needed.  
  

B10 Staff briefing 
 
The party leader will normally wish to involve as many of the accompanying staff as possible in the 
planning stages of a visit. At least one formal briefing meeting for all staff is desirable prior to the 
visit. It may be appropriate for the Head / EVC to attend this briefing. At this meeting the visit 
leader should ensure that: 
 
• the specific risk assessment is discussed and all staff are aware of necessary control 

measures to be followed; 



 
• all staff are aware of and support the visit's objectives; 
 
• all staff understand and accept their responsibilities; 
 
• procedures to be adopted in the event of an emergency are clearly understood. 
 
Occasionally, staff senior to the visit leader may be included in the party.  In such circumstances, 
the overall authority of the visit leader should be agreed prior to the visit.  

 

B11 Preparation of young people 
  
Adequate and appropriate preparation of young people will significantly enhance enjoyment, 
educational value and safety.  The age, maturity and ability of young people will determine the 
nature and extent of such preparation but it should include: 
 
• information and guidance on what the visit involves; 
 
• a clear understanding of what is expected of them, including standards of behaviour and the 

need to follow rules; 
 
• a knowledge of potential dangers and how to avoid them; 
 
• appropriate and inappropriate personal conduct; 
 
• what to do if approached by strangers; 
 
• meeting places; 
 
• action if separated from the group; 
 
• knowledge of emergency procedures; 
 
• the need to follow instructions of teachers, youth workers, supervisors and instructors. 
 
B12 Participation 
 
If the activity has been well chosen, most young people should be capable of undertaking it, 
perhaps with some effort.  Young people should rightly be encouraged to undertake appropriate 
challenges during adventure activities but not be coerced where they have a genuine fear. 
 
Where the behaviour of a young person has safety implications for themselves, or others in the 
group, then the young person should be withdrawn from the activity. Appropriate sanctions / 
alternatives should be agreed and understood by young people, parents / carers and all staff prior 
to a visit. 
 

B13 Selection of young people 
 
Visits and residential stays offer valuable educational experiences and should, wherever possible, 
be made available to all relevant young people subject to any limitations on numbers due to 
staffing or limited facilities. 



 
Visit leaders are reminded of the need to use a non-selective method to limit numbers for visits in 
curriculum time, where facilities or staffing require this (see ‘Charging for School / Centre 
Activities’, Section C7-16). 
 
It may be necessary for Schools / Centres to refuse to accept on the visit any young person whose 
behaviour is considered a potential danger to themselves or others.  Alternative means of fulfilling 
the curricular aims of the visit must be provided for such young people. 
 
It is important that Schools / Centres adopt a sensitive and reasoned approach to parents / carers 
in this eventuality. 
 

B14 Protection of children  
 
Visit leaders must consider and apply as necessary the LEA’s Child Protection Procedures and 
Guidance: 
 
[reference to LEA child protection policy]. 
 
The following advice must be considered whenever adults other than employees of the School / 
Centre or LEA, are involved in a visit.  This is particularly important in respect of residential visits.  
For guidance specific to foreign exchanges, refer to Section H. 
 
Visit leaders must: 
 
• check that they understand the School / Centre procedures for vetting volunteers who wish 

to be supervisors, drivers, hosts or otherwise involved in the visit; 
 
• assess the suitability of the volunteer for the role in question, in consultation with the 

Head/EVC. 
 
Where doubt remains about the individual's suitability following appropriate checks, the adult 
should not be allowed to be involved in the visit. 
 
Changes were made to the law in 1998 with the intention of preventing those who are barred from 
direct employment in education from gaining access to children and young people through 
voluntary or sub-contracted work with Schools / Centres. Heads must initiate a CRB check of 
volunteers and staff employed by contractors who may have regular contact with children or young 
people, either on or off site. This service is provided by [reference to LEA provider]. 
 
FOR RESIDENTIAL VISITS EVERY VOLUNTEER MUST BE CRB CHECKED 
 
Visit leaders should: 
 
• advise staff and volunteers that, for the mutual protection of adults and young people, they 

should avoid being alone with a young person whenever possible.  Supervision should be 
structured to reduce such possibilities; 

 
• inform parents / carers as part of verbal briefing and written information of the general 

measures taken to minimise risk to young people and that the School / Centre takes the issue 
of child protection very seriously and that best practice guidelines are being followed; 



 
• check with the Head the procedure to be followed in the event of suspected or reported 

abuse; 
 
• recognise the limitations of police and CRB checks and that most child offenders escape 

detection; 
 
• accept that constant vigilance and the maintenance of a protective ethos during the visit is 

essential.  
 

B15 Costing and finance 
 
The financial implications of a visit require detailed consideration at an early stage. Where the visit 
is being organised through an external provider there may simply be an all-in charge per person to 
consider (but see insurance, exclusions and contingencies below). Depending on the nature of the 
visit the EEC Package Travel Regulations may apply. The County Council provides guidance to 
Schools / Centres, which is summarised in Section C6. 
 
Ventures organised by the School / Centre will have many cost components. These could include: 
 
travel     access and entry charges    refreshments en route   
excursions    accommodation    food  
site fees    insurance     equipment  
specialist resources  staffing costs 
 
Unexpected expenditure may be required and it is wise to arrange for a contingency sum, normally 
through the School / Centre or club fund.  Appropriate insurance will normally cover the eventual 
repayment of these monies but on-the-spot payments may be required. On foreign visits these 
sums can be substantial.  
 
The nature of the visit will determine what proportion, if any, of the cost of the visit may be 
charged to participants under the E.R.A. Charging Regulations (see Section C) 
 
Even the simplest of ventures requires the keeping of precise records of income and expenditure.  
Your School / Centre should be able to advise on this issue (see also Section C). 
 

B16 Insurance 
 
It is the responsibility of the Head and Governors to ensure that adequate insurance cover exists 
for activities that take place off the School / Centre premises. Visit leaders should clarify, through 
the School / Centre / LEA, what insurance cover already exists in order to identify any additional 
cover that might need to be provided. 
 
Teachers / youth workers leading visits should obtain details of any personal insurance cover 
provided by, for example, an external agency and parents / carers should be informed of this 
cover. It is strongly advised that parents / carers are provided with a copy of the schedule. 
 
Comprehensive insurance guidance is given in Section D.   
 
The LEA may provide additional cover, for a modest charge, through the School Journey Insurance 
Scheme. 



 
Details of LEA insurance cover are available from [reference to LEA contact] 
 

B17 Information for parents / carers and consent 
 
Activities which take place in the immediate locality of the School / Centre and which are part of 
the School’s / Centre’s curriculum eg. traffic surveys, fieldwork, sporting activities should not 
require written parental information on each occasion. A useful procedure is to obtain written 
permission from all parents / carers at the start of the year for all such activity (Appendix 11). 
 
Day visits outwith the activities above, for example, adventure activities, visits to open, remote or 
demanding environments, a full day away from the School / Centre, late return, special lunch 
arrangements, special clothing requirements, all require written information to parents / carers and 
their written agreement (Appendix 12 and 13).   
 
Journeys abroad or residential stays in Britain require full and detailed written information for 
parents / carers. Such information should be comprehensive whilst retaining an appropriate 
amount of flexibility to cope with a change of circumstance. It is important that the above 
information should identify: 
 
• the planned programme of activiities, including any alternative contingency plans (plan B)  
 
• expected standards of behaviour and conduct of young people; 
 
• arrangements for the early return of a young person due to unacceptable behaviour during 

the visit; 
 
• general arrangements for the supervision of young people, including any circumstances in 

which young people may be left unaccompanied; 
 
It is important to ask parents / carers for a written acknowledgement of the above. 
 
Information should (where relevant): 
 
• be sent as far in advance of the visit as practicable; 
 
• be followed up by a parents / carers meeting to clarify detail if needed; 
 
• include the following information:  

− purpose of visit 
− dates, times and location of departure and return;  
− destination with full address; 
− activities planned and how risks will be managed (in broad terms); 
− supervisory arrangements, including occasions of 'remote 'supervision; 
− name of travel company and method of travel; 
− cost and what it does and does not cover; 
− methods of payment and cancellation arrangements/penalties; 
− insurance arrangements (a copy of the schedule for all parents / carers is 

advisable); 
− advice on pocket money and allocation/care on journey; 
− accompanying staff; 



− agreed arrangements for parental and child, non-emergency contact 
during the visit; 

− emergency contact arrangements to and by parents / carers; 
− items prohibited on journey; 
− clothing requirements; 
− a request for written information regarding special medical problems and 

their treatment/medication, consent for emergency medical treatment 
and details of special dietary requirements (see Appendix 12); 

− Charging and Remissions Policy for School Journeys/Visits (Education Act 
1996) 

 

B18 Parental consent 
 
The written consent of parents / carers should be sought, following detailed information of the 
visit, for: 
 
• any visit for young people in Years 1 - 3 which is outside the normal routine of the School / 

Centre; 
 
• any off-site activity which requires LEA approval / notification; 
 
• residential visits; 
 
• circumstances where indirect (remote) supervision is envisaged; 
 
• the funding of the early return of their child due to unacceptable behaviour. 
 
Where parents / carers withhold consent, or fail to sign the consent form, the young person must 
not be taken on the visit and attempts should be made to deliver the visit aims through alternative 
means. 
 

B19 Programme 
 
A detailed programme should be established with adequate and effective supervision at all times.  
Leaders should: 
 
• be aware of being diverted unintentionally from the planned programme; 
 
• not be led astray by group enthusiasm into unplanned situations (‘jollies’); 
 
• not depart from the programme without full consideration of the safety and educational   

implications. In this context it is helpful to have an alternative programme (plan B), planned 
and risk-assessed in advance and commensurate with the purpose of the visit, to cope with 
unforeseen circumstances. 

 
All supervisory staff should have a copy of the detailed programme.  Young people should be made 
aware of the programme, including plan B. 
 

B20 Special educational needs 
 
Young people with special needs require additional consideration; their inclusion may have staffing 



and programme implications.  Some or all of the following considerations may apply: 
 
• a higher level of staffing will normally be needed and it may be necessary to include specialist 

staff to facilitate supervision, communication and encouragement; 
 
• medication and dietary requirements should be known and monitored; 
 
• check on the suitability of buildings and terrain for those with physical disabilities; 
 
• ensure that activities offered are appropriate to the student:  mental and physical disabilities 

may require activities to be adapted or additional or alternative ones provided. 
 

B21 Special medical needs 
 
All leaders involved in the visit should be provided with written details of the medical needs of 
individuals.  Parents / carers should be asked to supply such information (sample consent form 
provided in Appendix 12).  A copy of each of these forms should be taken on the visit by the visit 
leader - the original to remain on file at the School / Centre.  Arrangements for the administration 
of medicine by a trained volunteer should be made where necessary. 
 
In circumstances where special care is necessary to ensure safety, the young person's care 
assistant or parent should be encouraged to attend the visit. 
 
The suitability of transport, accommodation and the manual handling skills of staff should be 
checked where young people in wheelchairs are involved. 
 
Visit leaders should seek advice from the LEA where doubt exists and should ensure that all 
accompanying staff have the opportunity to discuss how best to support any affected young 
person. 
 
B22 First aid provision  
 
The extent and nature of first aid provided will depend on the type of the visit, the risks identified 
and the availability of immediate external first aid or medical assistance. 
 
Visit leaders must ensure immediate first aid cover for all visits where there is no immediately 
available external first aid cover provided. In these situations, an appropriate first aid kit should be 
carried and one of the leaders should hold a first aid qualification appropriate to the environment 
and activity.  
 
B23 Environmental health considerations 
 
Visit leaders should:  
 
• As part of the risk assessment, identify health risks associated with the proposed location eg. 

water contamination (see Appendix 25) 
 
• Consider the possibility of excessive exposure to the sun.  Where such exposure is likely, 

participants should be required to bring high-factor protective cream and hats as part of their 
equipment. Leaders should encourage adequate application of sun protection. 

 



B24 Safety issues 
 
A thorough understanding of matters affecting safety is essential for all accompanying staff.  Please 
refer to the specific advice in Section J, with reference to specific activities including adventure 
activities, field visits, camps etc. The key issues for consideration are: 
 
• identification of hazards, potential risk and control measures (see Section B2 ‘Risk 

assessment and management);  
 
• standards of behaviour and conduct; 
 
• organisation (communication, meeting times, group movement skills); 
 
• supervision arrangements; 
 
• duty rotas; 
 
• emergency procedures and first aid arrangements; 
 
• implications of weather change. 
 
The special risks associated with transport, particularly by minibus or private car, need serious 
consideration and should form part of the risk assessment process. See regulations and guidelines 
in Section E. 
 
Visit leaders are strongly advised to retain a written record of risks identified, and action taken, in 
the event of a mishap.  
 

B25 Emergency communication 
 
It is essential that a nominal roll of the parents / carers of all party members, including next of kin 
of supervisory adults, be left at the School / Centre with two named members of staff. These staff 
act as Emergency Contacts, one of whom must be, by joint arrangement, accessible by telephone 
at all hours, for the duration of the visit.  
 
• These Emergency Contacts must be provided with the home telephone numbers of the Head 

and a Deputy, and that of the relevant Emergency Planning Officer (out of hours) and the 
LEA (School / Centre hours). 

 
• Parental contact in the event of an emergency should be through the School / Centre 

emergency contact.  
 
• Large groups should establish a network of parental contact to speed communication. 
 
• All adults involved in the visit (and young people where appropriate) should know how to 

contact the appropriate emergency services. 
 
• In the unlikely event of a major emergency the Emergency Procedures, detailed in Section F, 

should be initiated. All accompanying adults should be briefed on ememrgency procedures. 
 
• Access of young people to mobile phones should be carefully considered by the Head / EVC /  



Visit leader as their use in an emergency could lead to confusion and misreporting.  
 

B26 Mobile phone protocol 
 
Mobile phones can provide a useful link between young people and their parents but can also 
create difficulties if misused, particularly camera phones. Clear instructions should be given to 
young people if the decision is taken for them to take phones, and this should be included in the 
code of conduct / behaviour contract. 
 
B27 Clothing and equipment 
 
Clothing, footwear and equipment appropriate to the visit should be considered at the early 
planning stages.  Unsuitable clothing can markedly detract from the educational value of the visit 
and may prove hazardous in certain situations. 
 
A detailed kit list should be sent to parents / carers well before departure. For adventure activities, 
operation in remote areas or in adverse weather conditions these items must be checked for 
suitability before departure. 
 
In remote situations spare clothing and group emergency equipment appropriate to the nature of 
the environment must be carried. 
 
Protection from excessive exposure to sun is essential.  High factor sun creams, hats and long 
sleeves should be considered. 

 
B28 Drug issues and educational visits  
 
As part of the planning process for an educational visit, the visit leader should carefully consider a 
range of issues connected with drug use and substance misuse.  

 
These issues include young people and adult:  

  
• use of medicines  
 
• use of tobacco  
 
• consumption of alcohol  
 
• use of drugs illegal in the UK and abroad  

 
This section poses a series of questions that should be considered as part of the planning of a visit, 
and some examples of how discussions may be carried out and agreement reached.  

 

Key questions  
 

What are the usual school / centre rules concerning smoking tobacco, use of alcohol and illegal 
drugs?  

 
Which sanctions are usually applied when these rules are broken?  
 



Codes of Conduct and Informing Parents  
 

It is good practice to agree the behaviour expected of young people before they leave, and to 
inform parents of this.  
 
How will young people be 
involved in the decision 
making process?  

A meeting is held with participating young people or their 
representatives. The responsibilities of the adults for ensuring young 
people’s safety are described and agreed behaviour is outlined.  

How will parental 
agreement be sought?  

A contract explaining agreed behaviour is signed by the parents and 
young people prior to the visit.  

What if the agreement is 
broken?  

A minor infringement may result in removal of freedoms or 
privileges. More serious infringements may result in the young 
person being sent home at the parent’s expense.  

 
Extent of School / Centre Rules  
 
Existing policies on drug related issues will normally apply to all visits organised and run by the 
school / centre. 
 

Student Drug Use – Medicines 
  
Visit leaders should follow the school / centre procedures for the recording of medical needs and 
storage and administration of medicines.   
 
Are there young people in your party 
who have particular medical conditions 
requiring regular medication?  

What additional staffing or provision will you require? 
How will you ensure that the health and safety of other 
young people and adults is not affected?  

Is there a member of staff willing to 
administer this medication?  

Staff members may or may not be willing to take on this 
responsibility. Staff could seek advice from their union if 
they wish to gain further information.  

How will you ensure that the staff 
member has all the relevant 
information about the medication and 
its administration?  

A specific time should be made to gather this information 
from the parents. The information should be included on 
the medical form and the container in which the 
medicines are supplied.  

Does the medication require 
refrigeration?  

Check that refrigeration facilities are available, including 
the journey. If not, seek medical/parental advice on 
alternatives.  

 
Legal Matters when Abroad  
 
In some countries the legal position of drugs differs from the UK position. Details of these 
differences may be found at www.fco.gov.uk/travel. When travelling abroad, it is desirable that the 
Visit Leader is aware of these differences. However, these differences in legal status of drugs 
should only alter practice or behaviour expected from young peoples/adults where the country in 
question has stricter rules than the UK. For example:  
 



Legal age to buy and 
consume Alcohol  

France  
16 years old  

UK  
18 years old but  
16 with a meal  

Iceland  
20 years old  

Outcome  UK rules apply  UK Law/ rules apply  Icelandic law applies  

Young People’s Drug Use – Tobacco  
 
Legal Position - Sale of tobacco to under 16’s is illegal in the UK.  

 
The visit leader should ensure that they and other staff in no way condone or encourage smoking. 
The default position is that the usual school / centre no smoking policy will apply. However, if 
members of the party are over 16 years, visit leaders may wish to negotiate times and places they 
may smoke, making the sanctions clear.  
 
For example: a leader of a skiing course was notified that some young people would not get 
through a day’s activities without smoking. The visit leader established prior to the course the 
number of cigarettes they would need and agreed they would smoke only during free time and in 
designated smoking areas.  
 
Young People’s Drug Use – Alcohol  
 
Legal Position - In most cases, sale of alcohol to under 18’s is illegal in the UK.  
 
It is legal for those over 16 to purchase beer, cider etc if they are also purchasing a meal.  
 
It is legal for those over 5 years old to consume alcohol in private places.  

 
Alcohol is the substance most likely to be abused, with significant and potentially dangerous 
consequences for young people and staff. Every effort should be made to prevent situations where 
young people are endangered through alcohol misuse. It is expected that single day visits will be 
alcohol free. However, residential visits may present different issues.  
 

Over 18’s  
Does the visit involve any young 
people over 18?  

The proportion of young people over 18 may affect the way 
you deal with this issue.  

Will you allow over 18’s to drink 
alcohol at certain times, outside 
organised activities?  

If so, what boundaries will you set? Where will you allow 
them to drink? Will you allow over 18’s to drink only under 
the direct or remote supervision of a staff member?  

How will the under 18’s in the 
group be monitored?  

This is only an issue if there are different parameters for over 
16’s and over 18’s. It may be fairer to decide on the same 
behaviour standards for all young people .  

 
 

Over 16’s and evening meals  
Will you allow over 16’s to drink 
alcohol with an evening meal?  

If going abroad, check this is within the law of the country 
you are visiting.  

Will you restrict the amount or type 
of alcohol they may drink?  

You may allow over 16’s to order one or two glasses of beer, 
wine or cider with their evening meal.  



Will you restrict drinking to group 
evening meals when staff members 
are present?  

Young people and parents are clear about the sanctions for 
breaking the behaviour agreement.  

How will you monitor those who do 
not have parental permission to 
drink alcohol during an evening 
meal?  

Young people and parents are clear about the sanctions for 
breaking the behaviour agreement.  

 
Foreign Exchange Visits for Under 16’s  

When young people are staying with 
families on an exchange visit will 
you allow them to drink alcohol?  

Will the age of the young people affect your decision. You 
may decide that those over 14 may accept an alcoholic drink 
from their adult hosts.  

Will young people be allowed to 
accept alcohol from their host 
families during an evening meal?  

Young people will need to be prepared for different cultural 
expectations about alcohol. You may wish them only to 
accept beer, wine or cider.  

 
 

Safety and First Aid  
How will young people be 
reminded of personal safety 
messages?  

The young people may only be allowed out of direct supervision in 
groups of 3 or more. Geographical boundaries may be set for 
‘down time’.  

What emergency procedures 
will be in place?  

The young people must be aware of the action that is expected of 
them if too much alcohol is consumed. It should be emphasised 
that breaking the rules is a lesser consideration than individual 
safety. Young people should know how to summon help 
immediately, if they feel someone is ill or in danger.  
 

 
Whatever decisions are made about alcohol use, these must be clearly communicated to young 
people, parents and host families. The sanctions must be made clear.  
 
For example: one young person from the UK died on a visit to Germany through alcohol abuse. The 
group were allowed a small amount of alcohol during their meal, but went on to consume spirits at 
a local bar, during ‘free time’. The boy became unconscious and his peers decided not to get help 
for fear of ‘getting into trouble’. The boy stopped breathing and died.  
 
It is essential to discuss emergency plans beforehand and to emphasise that personal safety is a 
far greater consideration than the fear of reprimand.  
 
Young People’s Drug Use – Illegal Drugs  
 
Legal Position - It is illegal to possess, use and supply Class A, B and C drugs.  
(For more details see www.talktofrank.com )  

 
Cannabis is a Class C drug and is illegal  

 
The use of solvents and ‘poppers’ (nitrites) is not illegal, but the course of action a school / centre 
takes if young people are using these substances may be similar to the action taken in the case of 
illegal drug use/supply.  

 
The expectation that there will be no use of illegal substances must be clearly made to young 



people before departing. The sanctions usually applied to illegal drug use may be transferred to a 
visit’s setting eg a young person found in the possession of a single cannabis cigarette may have 
privileges withdrawn and parents be informed on their return, a young person supplying cannabis 
to others may be sent home. Parents should also be made aware that should a young person be 
sent home this will be at the parent’s expense.  

 
In the UK teachers / youth workers are not duty bound to inform the police of illegal drug taking, 
although they may choose to do so if they feel this in the best interests of the child. Visit leaders 
should ensure they act in accordance with the school / centre drug policy when dealing with such 
issues.  

 
Visit leaders should make themselves aware of the legal situation and policing arrangements that 
apply to the country they are visiting. When abroad, there may be other interpretations of concepts 
such as ‘possession’, ‘intent’ and ‘criminal responsibility’.  
 
Example: A primary school group were visiting a county-run residential site. A 10-year-old had lost 
an item and was being assisted in the search by a staff member. The staff member found a piece 
of cannabis resin in the child’s bag. The child was not aware that cannabis was there. Observed by 
witnesses, the cannabis was placed in a sealed bag and locked away. The police were asked to 
collect the cannabis, but were not informed of the child’s name.  
 
Example: A 15-year-old on a visit in the UK was found smoking a cannabis cigarette she had 
brought with her. She had no previous history of illegal drug use on school premises. Her ‘free 
time’ was withdrawn for 2 days and her parents were informed. She was warned that a second 
offence on the trip would lead to her being sent home at her parent’s expense.  
 
In the UK, responses to possession, use or supply of illegal drugs should be in keeping with the 
school /centre drug policy, taking account of the law and Child Protection considerations.  
 
Staff Drug Use – Medicines  
 
Visit leaders should ensure that they have relevant information about the medical needs of staff 
members. These records should be treated confidentially by the visit leader.  

 
Staff members should ensure that their medicines are stored safely. It is expected that staff who 
use medication are aware of any effects on driving etc. and restrict their actions accordingly.  
 
Staff Drug Use – Tobacco  
 
Staff must be clear about the times and places they may smoke. The rules followed whilst on 
school / centre premises will usually be applied.  

 
Staff should ensure that their behaviour in no way condones or encourages smoking.  
 
Staff Drug Use – Alcohol 
 
Staff alcohol consumption is an issue to be discussed and agreed in the planning stage of a 
residential visit.  

 
The key points are:  
 
• The effect of alcohol on health and safety of self and others  



 
• The effect of alcohol on decision making ability  
 
• What constitutes being ‘off duty’  
 
• Staff members being fit to return duty.  

 
It is expected that single day visits will be alcohol free.  

 
Alcohol misuse (used at the wrong time or used to excess) will be considered a disciplinary matter.  

 
Young people should always be supervised by alcohol-free staff, whether this is direct or remote 
supervision. 
 

 
 

Staff Drug Use - Illegal Drugs  
 
Every school / centre visit should be free from illegal drug use. Illegal drug use by staff will be 
considered a disciplinary matter.  
 
A staff member must always be capable of fulfilling their duties. This is especially relevant when 
responsible for the pastoral care and health and safety of young people. Use of illegal substances 
whilst staffing an educational visit may also threaten the image of the school / centre and the 
County Council and adversely affect working relationships.  

Staff Use of Alcohol 
What is the view of the Head on staff 
use of alcohol on an educational visit?  

Is there a school / centre policy consistent with County 
Council’ Policy on Alcohol, Drugs and Other Substance 
Misuse at Work?  

What process will you use to consult 
staff about decisions and communicate 
these to staff members before you go?  

A meeting may be held to discuss a wide range of issues 
relating to the visit.  

Does the length of the visit affect the 
decision?  

If the visit is short, staff may not wish to use alcohol.  

Decision Making with Colleagues  
Will there be any staff who will not be 
drinking alcohol during the trip?  
How will you ensure that these staff 
members are not given additional, 
unexpected responsibilities?  
How will we ensure that working 
relationships are not put under strain?  
If we drink alcohol, how will supervisory 
responsibilities be organised?  

A rota established, so that staff members have a clear 
understanding of when they are on and off duty. At all 
times, there should be the required levels of supervision 
by alcohol free staff.  

Is it acceptable to drink alcohol in front 
of young people? If so, what are the 
restrictions?  

It may be decided that a glass of wine during a meal is 
acceptable. This may be interpreted as modelling 
sensible drinking.  



B29 Selection and checking of residential accommodation 
 
Serious incidents have occurred in the past where hostel or hotel accommodation used by British 
groups has been insecure against intrusion by outsiders or has been jointly used with incompatible 
groups (eg adult accommodation). Visit leaders must ensure that appropriate checks and security 
arrangements have been made through the provider of by the tour operator. Written assurances 
should be obtained and recorded. 
 
• The requirements for security must be stressed and checked with the accommodation manager 
 
• Fire alarm and evacuation procedures must be clarified including a practice evacuation from 

bedrooms on the first evening 
 
• An accommodation plan / room layout should be obtained. Teachers rooms should be on every 

floor used 
 
• Other existing planned or possible use of the accommodation should be clarified  
 
• Visit leaders should be particularly alert to the dangers posed by balconies - these have led to a 

number of serious incidents in the past where young people have fallen while attempting to 
climb onto a neighbouring balcony 
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During the visit 
 
B30 During the visit, the visit leader(s) should: 

 
• carry out continual ongoing risk assessment and be prepared to change plans to ensure the 

safety and well-being of the group; 
 
• be operating well within his/her personal experience, abilities and qualifications; 
 
• be physically and mentally fit enough to lead the activity and the particular group; 
 
• know the group, the particular environment and the resources.  If any of these elements is 

unfamiliar then the leader will need to be particularly vigilant and may need to modify the 
activity; 

 
• work at a level appropriate to the needs of the group, taking into account abilities of weaker 

members; 
 
• understand the effect of likely weather change on the activity; 
 
• accept that there are some weather conditions and activities which are too dangerous to be 

educationally justified for young people; 
 
• never presume to know all the answers; 
 
• work within County and National guidelines for the activity where these exist. 
 

B31 Assembly, departure and the journey 
  
Meet in good time, allow for packing of vehicle and farewell to family/friends.  Delegate tasks of 
supervising luggage, group equipment and the all-important head-count. A checklist of important 
items/issues is helpful.  
 
Remind the group about the behavioural guidelines previously established concerning eating, 
drinking, other people, litter etc. 
 
If travelling by coach, check its general condition and cleanliness and the provision and visual 
condition of seat belts.  Identify the location of first aid, fire extinguishers and emergency exits 
before allowing young people on board.  Any minor deficiencies should be noted (if possible with 
driver acknowledgement); serious defects may require the provision of an alternative vehicle (see 
Section E). 
 
If on a ship or at an airport, group members may easily become detached from the main group. All 
members should know what to do in the event of becoming ‘lost’. A distinctive item of clothing 
worn by all individuals may help in quickly identifying group members. All baggage should be 
tagged. Arrange a definite, easily recognisable base where staff may always be found. Young 
people may carry a card, with relevant details, to help the re-establishment of group contact. Such 
cards should be carried discretely to avoid viewing by strangers. 
 
Be prepared for travel sickness and beware the risk of losing valuable documents, e.g. passports. 
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Arrange appropriate refreshment stops and ensure adequate supervision.  
 
Carry out regular head-counts. 
 
B32 On arrival 
 
Depending on the type of visit, arrival may require considerable patience, flexibility and 
organisation.  Even after short journeys, young people can be very excitable. Establish a temporary 
base for people, luggage and equipment whilst liaison with centre / accommodation staff is made.  
As soon as possible after arrival parents / carers should be informed, via the School / Centre 
emergency contact and parental network, of the group's safe arrival.  
  
Introduce centre / accommodation staff and ensure a briefing is given relating to (where relevant): 
 
• security and fire routines; 
 
• toilets and other immediately required facilities; 
 
• room/tent allocation; 
 
• luggage arrangements; 
 
• facilities (inlcuding recreation facilities); 
 
• routines, rules, duties, responsibilities; 
 
• expectations regarding behaviour; 
 
• mealtimes and punctuality; 
 
• staff contact arrangements. 
 
Where problems are perceived with the arrangements, an objective discussion and co-operative 
approach with the management will normally be effective.  If you are unhappy about fire 
precautions, safety or security arrangements make your point firmly with the management and 
insist on improvements.  In the event of serious risk remaining, the visit leader may need to 
consider abandoning the activity. 
 
Several serious incidents have occurred on the continent in recent years whereby intruders have 
gained access to group accommodation (see Section G: Visits Abroad).  Leaders should check: 
 
• day and night building security arrangements; 
 
• the suitability of rooming arrangements, e.g. the proximity of staff rooms to young person 

rooms; 
 
• procedures for summoning help should the need arise. 
 
Any sexual or physical abuse must be reported immediately to the local police. 
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B33 Fire 
 
Rules about cooking, smoking, matches etc. must be established. Rules relating to the locking of 
rooms overnight must be considered.  It may generally be wiser to insist that rooms remain 
unlocked to enable access to all rooms in an emergency. 
 
On arrival the accommodation should be checked thoroughly to ascertain: 
 
• the availability of warning alarm procedures and location/use of equipment; 
 
• evacuation procedures and emergency exits. 
  
A fire drill should be carried out at the earliest opportunity; this must be before bedtime on the day 
of arrival, with a full evacuation from bedrooms to a fire assembly point. 
 

B34 Communication 
 
Effective communication between staff and young people during the visit is crucial to the proper 
management of the educational and social experience. It also has a major bearing on the safety 
and well-being of young people. Arrangements appropriate to the nature of the visit should be 
made to ensure efficient communication eg. regular meeting times, notice board, briefings. 
 
Establish a daily routine with regard to briefings that should include: 
 
• programme and any changes to this; 
 
• potential dangers; 
 
• safety rules; 
 
• expected conduct; 
 
• rendezvous points;  
 
• action in event of being separated or in an emergency; 
 
• clothing, food and weather. 
 
Ensure opportunity exists during the stay for young people to contact home, as agreed previously 
with parents / carers. 
 
B35 Group control 
 
Group control must be maintained at all times.  Control is facilitated by: 
 
• regular briefings; 
 
• clear, unambiguous instructions with regard to where, how, when; 
 
• a regular head-count, especially at key points during the day; 
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• some means of group identification (identical hats, lapel badges etc.); 
 
• a recognised recall system (whistle etc.), appropriate to location; 
 
• issuing each young person with a card giving accommodation address and a request for 

assistance in the language of the country (especially useful with younger children); 
 
• positioning an adult at head and tail of any line, and at intermediate points where necessary. 
 
B36 Group size 
 
Work groups should be kept manageable in size, appropriate to the conditions.  Leaders should be 
aware that the suggested ratios of staff/young people in Appendix 20 and 21 are intended only as 
a starting point for visit leaders when planning their visit and must be adapted as circumstances 
dictate. 
 
Large groups are often difficult to manage, and should be avoided in most outdoor situations. 
Always consider sub-dividing the party, each sub-group with an appropriately experienced leader.   
 

B37 Downtime (free-time) arrangements 
 

On educational visits a relatively high proportion of accidents and problems have occurred during 
‘downtime’. Downtime needs to be limited, carefully managed and supervised. Acceptable and 
unacceptable activities should be discussed with young people and may form part of a behaviour 
contract. 
  
Pupil or staff organised games, competitions, etc. are important in avoiding boredom and 
consequential behavioural problems.  Such activities may also add significantly to the value of the 
visit.  

 
B38 Participation in ‘ancillary’ activities 
 
On visits, visit leaders frequently organise or permit participation in activities which are not central 
to the visit e.g. swimming / paddling / tobogganing. Whilst adding appreciably to the enjoyment 
and atmosphere of the visit such activities may carry a substantial degree of risk.  Leaders must 
consider carefully the risks associated with such activities and plan, organise and risk assess 
accordingly.  Guidance on swimming is given in Section J29. Parental consent must be sought for 
any such activity. 
 
Unplanned, spur of the moment ‘jollies’ have been the cause of serious incidents in the past and 
should be avoided. 
 

B39 Homesickness, accidents and illness 
 
Homesickness requires that the leader follows a balanced approach that should be explained to 
parents / carers prior to the visit taking place.  It is recommended that all parents / carers and 
young people are informed that telephone contact with home may not be possible during a visit.  
Parents / carers should be reassured, however, that they will be contacted over any serious 
incident or serious and prolonged homesickness.  Parental contact with the child may help but, if 
not, the young person may have to be returned home. 
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Accidents and illness may require the application of first aid but medical assistance should be 
sought in appropriate cases. A doctor or hospital will require access to any medical information you 
have (Parental Consent Form). In cases of hospitalisation young people should be accompanied by 
an adult they know and arrangements made for frequent visits.  There will need to be 
communication between the local doctor/hospital and the young person's own doctor when a 
young person returns home.  It is important to collect all available data e.g. X-rays, medicines, 
case notes. 
 
Accidents involving injury or damage to an individual, young person or adult, require that the party 
leader (or other adult at the scene) makes a contemporaneous, written record of the exact 
circumstances of the incident, lis ting all relevant factors, including diagrams where helpful. Such 
records should be retained on file in support of the report of the incident on return to the School / 
Centre.  
 
In the event of major accidents the Emergency Procedures detailed in Section F should be applied. 

 
B40 The return journey 
 
Brief the group about the return journey and involve them fully in any preparations.  If the exact 
time of departure is uncertain, plan activities that purposefully occupy the group. 
 
Where customs controls are involved, check on duty-free concessions beforehand and inform the 
group about illegal imports.  Failure to conform to customs duty regulations can be costly, time-
consuming and embarrassing. 
 
If a significant delay occurs, measures must be taken to inform parents / carers of the delay, to 
assure them and to give some indication of the expected, amended return time. Your Emergency 
Contact will prove invaluable in this eventuality. 
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After the visit 

 
B41 Review of the visit and the risk assessment 
 
The importance of an appropriate review cannot be over emphasised, its main purpose being to 
identify strengths and weaknesses of arrangements so as to improve the organisation of future 
visits.  Time to carry out the review should be built in during the early planning stages, otherwise 
pressures on return to the School / Centre might over-ride this vital aspect.  
 
The scale, nature and outcome of the visit will determine the scope and structure of the review.  
Will the review be by the leader alone or involve all staff?  Will it include young people? The EVC? 
The Head? The Governors? Parents / carers? 
 
Review of achievement of objectives and of safety / risk assessment, as a minimum, should be 
made for every visit. Risk assessments should be updated in the light of any issues during the visit. 
 

B42 Reviewing with young people 
 
Educational visits offer young people considerable opportunity to develop and exhibit attitudes and 
abilities not readily seen in the School / Centre.  This is particularly true of residential experiences.  
Visit leaders should consider the potentially significant contribution to personal and social 
development and organise/review accordingly.  For further ideas see www.reviewing.co.uk 
 

B43 Accident and incident records 

 
Visit leaders should follow LEA and School / Centre procedures for accident / incident recording. 
These records should be kept on file in the School / Centre.  
 
EVCs have a key role in ensuring that the learning points from accidents and incidents are 
communicated across the School / Centre.  This will help to ensure that they and others are more 
likely to avoid similar problems in the future.  
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Section C 
 

Finance 
  
The efficient management of deposits, cash and other valuables on educational visits is crucial.  
The following advice and references are intended to help visit leaders manage financial matters 
legally and effectively. 
 
C1 Selection of operator or company 
 
In view of the substantial number of liquidations in the travel industry in recent years it is essential 
that visit leaders select operators bonded with the Association of British Travel Agents (ABTA) or 
those able to prove financial security through other means. 
 
Financial security options are: 
 
• ABTA membership; 
 
• membership of a DTI-approved bonding organisation; 
 
• placing of deposits with a secure third party, e.g.  bank or solicitor, released only on 

agreement of the party leader; 
 
• insurance against the effects of liquidation. 
 
It may be wise to combine one of the above with appropriate insurance. 
 
Unless the above security can be obtained visit leaders should avoid using companies/operators 
offering educational packages, however attractively priced. 
 

C2 Contracts and bookings 
 
When using an independent provider, such as a commercial centre or company, please apply the 
following guidance before signing any booking form or contract. 
  
Establish, by reference to publicity information, that the location, nature and activities offered 
appear educationally suitable for your group and are commensurate with the aims of the visit. 
 
Clarify any initial concerns by phone, using the Independent Providers' Questionnaire (Appendix 
10) as a basis.  Seek specialist advice on any concerns arising from the provider's responses by 
contacting the Outdoor Education Adviser. 
 
Make a provisional booking following the return of a satisfactorily completed Independent Providers 
Questionnaire.  In making a booking, it is important to ensure that the booking form (contract) is 
signed on behalf of the School / Centre.  The County Council Legal Department's advice is as 
follows: 
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[confirm the following statement with LEA legal department] 
Booking forms completed and signed by parents or individual visit leaders in their own names 
create a contract between the tour operator and the parent or visit leader.  If a problem arises in 
relation to the trip booked which warrants action being taken against the operator, it would be for 
the parent or individual visit leader to take the action and not the School / Centre / LEA as the 
parent or visit leader is the contracting party.  Similarly, if action were to be taken by the tour 
operator, or someone who went on the trip, against the organiser of the trip, the action might be 
against the individual member of staff.  To ensure that staff are protected and the County Council 
can fund legal action in relation to the contract, when entering into contracts with tour operators, 
the documentation should be completed in the name of the School / Centre governing body and 
not that of parents or individual visit leaders.  The arrangements which Schools / Centres already 
have as to who is able to sign the contracts on behalf of the governing body will apply. 
 
C3 Security of deposits and accounting 
 
Visit leaders will frequently have to act as agents for the authority or School / Centre in the 
collection and accounting of parental contributions.  Leaders must, at the early planning stage, 
familiarise themselves with arrangements for financial accountability within the School / Centre. 
 
It is particularly important to: 
 
• ensure that  the Council requirements and the School’s / Centre’s internal procedures for 

financial accountability are adhered to; 
 
• have specific times for collection and receipting of deposits and to avoid ad hoc 

arrangements; 
 
• ensure that monies are not credited, or bills paid, through an individual visit leader's personal 

bank account, however convenient this may appear, without the specific, prior, written 
approval of the Head;  

 
• ensure simultaneous recording / receipting of amounts collected. 
 
• maintain adequate records to ensure that all monies due are identified and collected. 
 
• make arrangements with the School / Centre for the hand over of records and monies as 

appropriate. 
  

C4 Organised School visits and VAT 
 
A School may reclaim the VAT incurred on a School trip, providing that ALL of the following 
conditions apply: 
 
• the trip/visit is NOT booked through a Tour Operator; 
 
• the invoice is paid through LEA funds; 
 
• the contributions from young people do not exceed the cost. 
 
To take advantage of a VAT refund, the School should pay the invoices relating to the visit through 
its capitation budget and code VAT in the usual way.  Contributions received from parents / carers 
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are then credited to the budget and the difference between the cost and the contributions is the 
School’s subsidy. 
 
The Tour Operators' Margin Scheme does not allow Tour Operators to provide a tax invoice.  
Therefore, a Tour Operator may quote a price 'inclusive of VAT' but a School cannot reclaim the 
VAT element unless the VAT registration number is on the invoice.  
 
If you require clarification or further advice please contact; 
 

[LEA finance contact here] 
 
 

C5 Package Travel Regulations 1992 
 
The Package Travel, Package Holidays and Package Tours Regulations 1992 came into force on the 
31st December 1992 and could affect the organisation of some School / Centre visits and journeys. 
 
The regulations apply to all 'packages' (see below) sold or offered for sale in the UK and provide 
for both civil remedies and protection as well as criminal offences. Its objectives are to ensure that: 
 
• information given in brochures is correct; 
 
• the operator is strictly liable for the contract; 
 
• operators have security for prepayments and for repatriation of customers as a result of 

insolvency; 
 
• operators can be prosecuted for non-compliance and sued for non-performance. 
 
A "package" is defined in the regulations as a set of services which: 
 
• includes an overnight stay or last more than 24 hours; 
 
• incorporates two or more elements of i) accommodation ii) transport  iii) 'significant' tourist 

services; 
 
• is 'pre-arranged'  i.e. the elements are put together before conclusion of the contract; 
 
• is sold or offered at an inclusive price even if separate invoices are submitted for different 

elements. 
 
Most residential visits arranged by Schools / Centres through an external operator, e.g. a 
commercial travel company, will fall within the Regulations.  Since the external operator is the 
provider of the package, it is the responsibility of the operator to comply with the Regulations. 
 
Schools / Centres must check that the package operator provides adequate financial security in the 
event of insolvency through an appropriate bonding or trust arrangement (see C2 above). 
 
It is understood that packages arranged as part of the formal curriculum of the School / Centre are 
exempt from the Regulations.  Other journeys, in which the elements are packaged by the School / 
Centre and 'sold' to parents / carers, will be subject to the Regulations.  This applies particularly to 
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activities that are not part of the formal curriculum. 
 
Whether or not packages offered by Schools / Centres fall within, or are exempt from, the 
Regulations, organisers should apply the same clarity of information and financial protection as is 
required by the Regulations. 
 
Consequently, the organisers of School / Centre journeys are strongly advised to ensure that: 
 
• the information given to parents / carers is correct and is provided, wherever possible, in 

writing; 
 
• what is provided (eg accommodation standard, transport and/or activities) is as described; 
 
• adequate insurance cover is provided as part of the package, including cover for repatriation 

where appropriate.  For LEA Schools / Centres, the County Council School Journey Insurance 
Scheme is strongly recommended (see Section D). 

 
A copy of a guide for organisers and retailers - 'Looking into The Package Travel Regulations’ can 
be obtained by ringing the Department of Trade and Industry's 'Leaflet Line'.  Telephone 0207 215 
0344. 
 
Organisers with particular issues of concern may wish to contact the Trading Standards 
Department on 0845 3030666.  
            

Charging for School Activities Education Act 1996 (Section 451) 
  
C6 Statement of policy and guidance for schools 
 
The following summarises the detailed guidance given in the above titled document previously 
circulated to schools.  Leaders are asked to refer to the above document in case of doubt over the 
legality or procedure of any charging issue. 
 

C7 The legal position 
 
Schools may invite, but not require, parents / carers to make voluntary contributions to the school's 
activities in order to enhance what is otherwise provided e.g. school visits or journeys (see below). 
 
Charges may be made for the cost of activities provided outside school hours (see below) except 
where the activity is specifically required by external examination syllabus or national curriculum 
legislation. 
 
Schools are prohibited from charging for any activity undertaken within normal school hours (see 
below) except for board and lodging on residential courses (see Remissions below). 
 

C8 Activities partly during school hours 
 
The Act prescribes a basis for determining whether an activity is deemed to take place in or out of 
school hours as follows: 
 

C9 Non-residential Activities 
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If 50% of more of the period spent on the activity occurs during school hours then the activity is 
deemed to take place in school time. 
 
Where less than 50% of the period spent on the activity falls during school hours then the activity 
is deemed to take place outside school hours and may therefore be considered an 'optional extra'. 
 
In calculation: 
 
• travel time can be counted only if the travel itself occurs during school hours; 
 
• school hours do not include the mid-day break. 
 

C10 Residential Visits 
 
For residential visits the calculation is based on the number of half -days taken up by the activity, 
including travel, relative to the number of school sessions the participant would have attended if 
the activity had not taken place. 
 
In calculation: 
 
• a school day must be divided into two sessions; 
 
• a 'half-day' means any period of 12 hours ending with noon or midnight; 
 
• where 6 or more hours of a half -day are spent on the visit then the whole half day counts; 
 
• where half or more of the school session is spent on the visit then all of the session counts. 
 
If the number of school sessions missed by the participant is less than 50% of the number of half -
days taken up by the activity then the visit is deemed to take place outside school hours. 
 
If the number of school sessions is 50% or more of the number of half -days then the visit is 
deemed to take place during school hours. 
 

C11 Voluntary contributions 
 
In seeking voluntary contributions for school activities schools must make it clear to parents / 
carers that: 
 
• there is no obligation to contribute; 
 
• that young people, will not be treated differently according to whether or not their parents / 

carers have made a contribution. 
 

In consequence schools are permitted and are strongly advised to: 
 
• indicate the level of contribution required for the activity to take place; 
 
• consider that such contribution may include, for example, an element to cover the 

participation by young people from low-income families or the cost of travel for 
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accompanying teachers; 
 
 
• indicate that the activity may not take place if parents / carers are reluctant to support it. 
 

C12 Activities arranged during school hours by a third party  
  
Visit leaders should be aware that neither the LEA nor the school is permitted to be involved in this 
type of arrangement. Leaders are therefore vulnerable since they are deemed to be operating 
outside their contractual obligation.  LEA insurance cover does not apply. 
 
Where such an activity involves a teacher at the school such a teacher would have to: 
 
• apply for leave of absence; 
 
• arrange suitable and adequate insurance cover, including professional indemnity cover, for all 

accompanying adults; 
 
• ensure the adequacy of arrangements made by the Third Party for the safety and welfare of 

the participants; 
 
• remind parents / carers to apply to the school for leave of absence for their children. 
 

C13 Board and lodging 
     
On residential visits the costs of board and lodging may be charged to young people in all cases 
(except where remissions apply), whether in school hours or not. 
     
Board and lodging costs are deemed to include all elements of food and accommodation as 
appropriate to the particular visit. 
     
Charges for board and lodging must not exceed the actual cost of its provision for the individual 
young person. 
     

C14 Accompanying teachers 
 
The Act differentiates between visits undertaken in school hours and out of school hours.  In the 
former case the board and lodging costs of staff cannot be passed on to young people, except 
through voluntary contributions. 
     
Residential activities taking place out of school hours may include a cost element for engaging 
teachers specifically for providing the activity and for supplying such teachers with travel, board 
and lodging.  This can only be done by engaging teachers on a simple but separate contract to 
provide the optional extra. 
 

C15 Remission of fees 
 
Most schools operate their own remissions policy but the Act now requires that board and lodging 
costs must be paid for families who receive income support, income-based Jobseeker's Allowance, 
support under part VI of the Immigration and Asylum Act 1999, Working Families Tax Credit or 
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Disabled Person's Tax Credit, where parents / carers apply for such remission for any residential 
activity which is: 
     
• during school hours; 
 
• involving delivery of the national curriculum; 
 
• required as part of a syllabus for a prescribed public examination. 
 
For residential activities deemed to be optional extras, such remissions are at the discretion of 
schools / the LEA. 
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Section D 

 
Legal and insurance 

 
 

D1 Introduction 
 
The number of reported, serious incidents on educational visits is small due to the care and 
professionalism of leaders and staff involved in such visits and to the support given by Heads / 
governors of Schools / Centres.  This section deals with the legal position of leaders in the unlikely 
event of a serious accident or injury to participants. 
 

D2 Statutory law 
 
Those who have this responsibility for Schools or other premises should make themselves aware of 
their obligations under the following legislation; 
 
• The Health and Safety at Work act (1974); 
 
• The Occupiers Liability Acts (1957 and 1984). 
 
In general, the provisions of these Acts do not relate to activities away from the School / Centre 
premises.  Note, however, that duties under the Occupiers Liability Act fall upon the occupiers of 
any land or premises to which young people may be taken.  Some occupiers may request to be 
indemnified against any claims in connection with this Act.  County regulations require that any 
such requests be referred to the Chief Legal Section before being accepted. 
 

D3 Common law 
 
Common law concerns itself with the notion of negligence.  Negligence can only be established 
where there exists a "duty of care", and where the loss or injury suffered was a foreseeable 
consequence of an alleged act of negligence. 
 
The duty of care that applies to a teacher / leader in charge of young people under the age of 18 is 
that which is understood by the term "in loco parentis".  In order to fulfil this staff must; 
 
• ensure that their actions are compatible with those expected of a careful and prudent parent; 
  
• ensure that their actions take account of the age and known propensities of particular young 

people;  
 
• exercise sound judgement, commensurate with their knowledge, experience and training;  
 
• ensure that their actions are in line with well developed and accepted practice. 
 
Provided that a teacher/leader is considered to have fulfilled these obligations, he or she should be 
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in a position to defend him/herself against any claims of alleged negligence arising from an 
accident to a young person in his or her care. 
 
In deciding whether a teacher / leader has exercised reasonable care, a court would take into 
account their knowledge, experience and training.  If an injury occurred as a result of negligence, 
or lack of training or experience on the part of a teacher / leader then not only would the teacher / 
leader be liable in law but the LEA would be vicariously liable as his/her employer provided that 
he/she was acting in the course of his/her employment at the time the incident occurred. Where an 
Education authority has issued regulations and guidance on safe practice, then the teacher / leader 
would also be expected to be familiar with this and, as far as is reasonable, to have acted in 
accordance with it. 
 
In order to meet its legal obligations and to safeguard its staff, the County Council holds third party 
and employer’s liability policies through which it insures its legal liability for accidental injury, fatal 
or otherwise, to any person or loss or damage to property arising through the negligence of itself 
or its staff. 
 

D4 Insurances  
 
Governing Bodies which have chosen to insure with other than the LEA's insurers 
should ensure that the procedures in this manual satisfy their insurer's underwriters. 
 

Insurance provided by the lea 
 

D5 Legal liabilities 
 
Liability may be defined as being legally answerable for something carelessly or negligently done or 
omitted and may arise in connection with the actions of an employee or the ownership or 
occupation of property or land.  Whether it is an individual or a corporate body that duty of care 
remains. 
 
By taking out policies of insurance the Authority is protecting itself and the governing body of the 
School / Centre against the financial consequences if claims for damages are successfully brought 
against either of them by the Injured Party.  Liability risks are normally divided into Employer 
Liability (for injury to employees) and Third Party - also called Public Liability - for injury/damage to 
all persons. 
 

D6 Employer’s liability 
 
This policy covers the legal liability of the Authority to its staff. An employer’s liability claim is a 
negligence claim brought against an employer by a member of staff who has suffered injury at 
work. 
 
Should another employee cause the accident, the employer would normally be liable provided that 
the employee responsible was acting within his authority. If the claim is directed against the 
employee, or he/she is sued along with the council, the policy has been endorsed to give the 
defendant employee a personal indemnity from damages. 
 
The employer has a general duty to all employees to maintain safe plant and machinery, a safe 
system of work and safe premises and to ensure adequate instruction, training and supervision of 
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all staff. Damages are normally claimed for alleged negligence or breaches of duty under specific 
regulations such as the Health & Safety at Work Act 1974.  
 
Most employers are obliged by law to hold employer’s liability cover and to display a current 
certificate of insurance at each place of business. This is laid down in the Employer’s Liability 
(Compulsory Insurance) Act 1969. Local Authorities are exempt from the requirement to insure but 
the liability to employees still remains. Most LAs chose to hold insurance rather than carry the risk 
but are not required to display certificates of insurance at their premises. 
 
It should also be stated that if the injury is not attributable to negligence on the Authority’s part 
but is caused by a third party, for example the driver of another car involved in a road accident, 
the employee’s redress in law lies against that person or corporate body rather than the LEA. 
 
A limit of indemnity of £[insert LEA amount] million currently applies to this policy. 
 

D7 Third party or public liability 
 
This policy covers the legal liability of the Authority to a third party. A liability claim is a claim for 
compensation arising from an incident which has caused loss, damage or nuisance to another for 
which they feel the Council may be responsible. 
 
This policy protects the Authority against the financial consequence of such a claim. The policy 
jointly indemnifies the Council, any employee acting in the course of their employment and any 
volunteer acting within the scope of their authority. 
 
Insurers will not provide cover for deliberate acts that are certain to cause damage to property or 
personal injury, therefore the accident must arise from the occurrence of a fortuitous event. The 
main exclusions in the policy are risks that are more properly insured elsewhere, such as motor, 
engineering, employer’s liability, flying and fidelity risks. 
 
A limit of indemnity of £[insert LEA amount] million currently applies to this policy. 
 

D8 Insurance for adult volunteers 
 
The Authority encourages the appropriate use of volunteers in Schools / Centres.  Heads will, 
however, wish to know what action they must take and what insurance cover is provided when 
volunteers are used.  The following notes must be read in conjunction with any safety rules and 
regulations that have already been issued covering specific activities, and particular attention 
should be given to the notes of guidance in this manual on the supervision of educational visits. 
 
When voluntary helpers are permitted to assist with sporting and other specialised activities under 
the overall direction of an appropriate member of the School / Centre teaching staff, it is essential 
that they have the same standard of proficiency for dealing with that activity that would be 
expected of a council employee to whom the Head would entrust such responsibility.  Voluntary 
helpers who are to be in sole charge of such specialised activities must have the appropriate 
knowledge and relevant qualifications.  
 
Heads must: 
 
• keep a specific list of all helpers that they wish currently to use.  
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• ensure appropriate CRB checks have been carried out where required 
 
• give specific instructions to the volunteers as to the activities with which they 

may help and the limits of their responsibility and give clear instructions on safe 
practice when using specialised equipment.  

 
• ensure that all volunteers are aware of safety requirements and emergency 

procedures. 
 
For volunteers regularly, frequently or extensively assis ting with School / Centre activities it is 
recommended that the form ‘Authorised Volunteers Record’ (Appendix 26) be used to clarify 
understanding and to formalise the use of such volunteers. 
 

D9 Insurance cover provided 
 
The Council’s liability policy covers  all legal liability of the County Council and voluntary helpers 
acting on its behalf.  The Council insures its liability to the voluntary helpers should they sustain 
injury and pursue a claim for damages and liability for their activities in the event of a claim 
resulting from those activities being made against either the Council or the voluntary helper 
personally. This policy covers all authorised educational activities run by the County Council but 
specifically excludes motor vehicle risks. 
     
Where privately owned vehicles are used the responsibility for insurance of the vehicle rests with 
the owner and driver concerned.  The County Council cannot provide insurance to protect the 
interests of the car owner/driver in the event of an accident. 
 
The Council has a responsibility for the actions of volunteers authorised to perform duties on its 
behalf, should they cause accidental personal injury or damage to someone’s property.  As would 
be the case for employees it is expected that volunteers will take all reasonable care to prevent 
accidents occurring. Special care and consideration is needed when dealing with young children, 
the elderly and handicapped persons. 
 
Volunteers should be aware that if they act beyond the scope of instructions given, they alone 
would be legally responsible for any claims that arise as a result of their actions. 
 
Personal property brought onto Council premises is not insured against loss.  All such property is 
brought onto the premises at the owner’s risk. 
 

[Add in any additional cover provided by LEA insurance] 
 

D10 Education authority regulations 
 
Activities which have the approval of the Director of Education / Lifelong Learning may take place 
on School / Centre premises during or after School / Centre hours and away from School / Centre 
premises with or without direct supervision.  The insurance policies held should not be considered 
in isolation.  The Director of Education / Lifelong Learning sets health and safety guidance and 
minimum standards covering activities taking place within the education sphere and from time to 
time he/she issues directives and circulars on various subjects.  These give delegated authority to 
Heads to arrange visits etc. and lay down minimum standards of supervision, levels of qualification 
and rules applicable to specific activities. 
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Claims for damages may arise in any situation and the standard of care required of the Authority 
and any employee acting on its behalf would obviously vary according to the nature of the activity 
and the age of those taking part.  The higher risk places are probably easy to identify, i.e. 
laboratories, workshops and gymnasia and a greater degree of care and control would be expected 
here.  Similarly some outdoor activities may carry a greater risk of injury to the participants. 
 
D11 First aid  (refer also to Section B22 and F) 
 
If an accident does occur, suitable action must be taken in the case of participants who are hurt.  
First Aid should be rendered and whenever it appears prudent to do so, a doctor or ambulance 
should be called.  A leader should use his/her own judgement as to the needs of summoning 
further assistance and the Head should be notified at once.  Unless the incident is manifestly trivial 
- and a leader should err on the side of caution - the first opportunity should be taken of notifying 
the child’s parents / carers.  
 
Use of motor vehicles (refer also to Section E, Transport) 

 
D12 County and School / Centre owned vehicles 
 
The Council holds comprehensive insurance cover in respect of the vehicles it owns, leases or hires. 
School minibuses are included under this policy only where formal notification has taken place. 
 
Vehicles must only be used on official business and by drivers who have the approval of the Head.   
 

D13 Minibuses 
 
Guidance on use of minibuses is set out in Section E – Transport. 

 

D14 Privately owned vehicles 
 
The responsibility for insurance of private vehicles belonging to governors, employees and 
voluntary helpers (including parents / carers) rests with the owner or driver concerned.  For any 
employee planning to use his or her car the policy must permit ‘business use’ by the driver 
concerned.  It is essential that employees hold the appropriate form of insurance permitting 
business use and that this is verified in accordance with Council policies.  
 
For non-employees there is no similar ‘business use’ requirement because social, domestic and 
pleasure normally suffices, but where a volunteer driver is undertaking regular paid journeys he or 
she should be advised to notify the relevant insurance company. 
 
The LEA is indemnified in respect of inadvertent failure of individual policies by employees / 
governers / students / voluntary helpers / councillors to provide adequate cover when using their 
own private cars on School / Centre business. The policy would not protect the driver’s interests 
but is solely intended to deal with a claim directed against the Authority arising out of the failure of 
the driver’s insurance. 
 

D15 Contract School / Centre buses and taxis 
 
Insurance of these vehicles rests with the firm or individual who has contracted with the LEA to 
provide the service.  
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D16 Vehicles on temporary hire 
 
If an employee hires a self-drive minibus for use in connection with a School / Centre trip, he or she 
must be satisfied that adequate insurance has been arranged through the Council’s insurance 
company with prior notice of the arrangement being given to the Insurance Section. 
 

D17 Use of vehicles abroad 
 
The motor vehicle policy can be extended to cover the use of Authority or School / Centre owned 
vehicles on vis its abroad. Proposed drivers must be aged 25 or over and preferably have had 
several years experience of driving minibuses. It is strongly recommended that a Travel Insurance 
package should be taken out to cover vehicle breakdown, damage in an accident and additional 
travel/accommodation expenses. 
 
Uninsured risks 
 

D18 Personal injury 
 
There is no automatic right of compensation for injury for any employee, student or third party 
who sustains injury due to mischance or accident in connection with the Authority’s activities.  With 
the exception of the personal accident policies arranged in accordance with nationally agreed 
conditions of service, compensation would only be payable if the Authority were held to be legally 
liable and a successful claim could be made against either the third party or employer’s liability 
policy. 
 

D19 Personal property 
 
The Authority does not accept responsibility for loss of damage to personal property (including 
vehicles) belonging to employees, young people or club members.  All property is considered to be 
brought onto the premises at the owner’s risk.  This applies generally to property held there during 
the day or overnight. 
 
The exception to this rule is where property is handed to a teacher for safekeeping, as happens in 
games lessons or when the young person’s property is confiscated during classes. In such 
instances the School / Centre accepts the responsibility for any loss or damage, as this will not be 
covered by insurance. 
 

D20 Travel insurance 
 
This is recommended for organised trips.  Please see details of the scheme offered to Schools / 
Centres available from; 
  

[relevant LEA contact details here] 
 
 

D21 Recommended additional insurance 
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It is important for the organisers of School / Centre visits and journeys to: 
 
• obtain parental consent (see Appendix 12); 
 
• consider taking out additional travel insurance, including personal accident cover for 

participants, appropriate to the nature of the visit. For example: 
− recommended insurance content for journeys within the UK; 
− expenses that may be incurred by one of the organisers staying behind with 

a sick member detained at a distant centre; 
− additional expenses in transporting home any sick or injured person on 

medical advice or, in the event of death, the body or ashes of such person; 
− expenses necessarily incurred by the parent or guardian of a sick or injured 

person 
− travelling to visit such person on medical advice; 
− loss and/or damage to personal luggage and loss of money; 
− additional expenses incurred through the enforced extension or curtailment 

of, or forced change in the planned itinerary of the journey, by reason of 
strike, riot or civil commotion; 

− loss of deposits owing to compulsory abandonment of the proposed holiday 
or journey; 

− personal accident compensation in the event of any member of the party 
sustaining permanent disabling injury or death; 

− additional expenses if the death, injury or illness of an immediate relative of 
a member of the party results in the member having to return home. 

 
Additionally for visits abroad (see also Section G) it is important to take out cover for medical, 
surgical, nursing and other like expenses incurred as a direct result of illness or injury to any 
member of the party and to apply for the reciprocal (European Health Insurance Card) 
arrangements available for EEC countries.  All travel insurance arrangements should be in the joint 
names of the visit leader and the LEA. 
 
Please see details of the scheme offered to Schools / Centres, available from; 
 

[relevant LEA contact details here] 
 
D22 Visits to industrial premises 
 
Due to the likelihood of additional hazards on these sites, many industrial concerns require the 
County Council to indemnify them against possible third party claims in the event of an accident. 
 
In such cases Heads should critically review the visit, assess the potential hazards and, if the visit is 
still deemed essential, refer any indemnity forms to the Solicitor to the Council to be checked and 
signed on the LEA’s behalf.  An extension of the insurance cover held may need to be considered in 
such cases.  
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The LEA School journey insurance scheme 

 

D23 Summary of cover 
 
The policy covers the following: 
 

[insert summary of LEA policy here] 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
The above is a brief summary of the cover available. Full details of the policy are available on 
request from:  
 

[insert LEA insurance contact details here] 
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Section E 

 

Transport 
 

E1 Introduction 
 
This section addresses the complex issues relating to the transporting of young people whilst on 
visits from the School / Centre by minibus, car or coach, as part of curriculum or extra-curricular 
activity. 
 
It is not concerned with home to School / Centre transport. This is organised by; 
 

[insert LEA home / School / Centre transport contact here] 
 

E2 Minibus transport 
 
This section should be read in conjunction with the LEA Code of practice for minibus use; 
  

[insert title of LEA code of practice for minibuses here] 
 
Driver competence – school / centre staff exempt from the need for D1 PCV 
 
School / Centre staff may drive a minibus without a D1 Passenger Carrying Vehicle (PCV) licence as 
long as the following conditions are met: 
 
• Drivers must be 21 years of age; 
 
• Drivers must have held their licence for at least 2 years; 
 
• Drivers must not be specifically remunerated to drive (i.e. the requirement to drive is not 

included in their contract of employment or job description); 
 
• The minibus must be used for education or social purposes by a non-commercial body. 
 
It is good practice for drivers to be trained in a non-PCV course to a standard of driving 
competence expected by the Local Authority (e.g. MIDAS or RoSPA schemes). The LEA code of 
Practice for minibus use sets out the standard of driver training required by your LEA. 

 
Driver competence – school / centre staff who require D1 PCV 
 
A D1 PCV licence must be held; 
 
• By LA staff whose contract of employment or job description includes a requirement to drive 

a minibus.  
 
• For driving a minibus in other European Member States 
 
• For driving a minibus in the UK during out-hours situations (e.g. during school holidays) 

where pupils or parents have to pay for carriage (unless the bus has a section 19 permit 
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allowing not for profit charging) 
 
• When a teacher is being remunerated under the Teachers Pay and Conditions Document for 

driving a minibus on an out of school hours learning activity. 
 
For these staff, the following conditions apply: 
  
• Drivers must be 21 years of age.  
 
• Drivers must have held their driving licence for at least 2 years. 
 
• Drivers must hold a D1 PCV licence. 
 
• Drivers should hold a clean licence (however, some minor offences may be exempt – drivers 

should seek advice from their Legal Department). 
 
• Prior to driving a minibus, the name of the driver must be notified to; 
 

[insert appropriate LEA officer contact details here] 
 

• All new minibus drivers must undergo a medical examination with the Occupational Health 
Physician prior to driving a minibus. For further details, contact; 

 
[insert appropriate LEA officer contact details here] 

  
• All minibus drivers over the age of 45 will be required to pass a medical examination and 

every 5 years thereafter.  
 
E3 Drivers' hours  
 
In recognition of the risks posed by driver fatigue or distraction, the following criteria should be 
considered by each School / Centre in determining its policy with regard to the management and 
staffing of minibus travel.   
 
Recent minibus incidents nationally have highlighted the risks posed by driver fatigue or distraction.  
Long journeys, motorway driving and situations where drivers embark on such journeys following a 
full day's work, appear to pose the greatest risk through driver fatigue. 
 
Distraction of the driver by passengers may be a particular factor for some groups, especially the 
very young, young people with special needs or those with behavioural problems. This is likely to 
be a particular difficulty for drivers who are not accustomed to regular journeys with young people. 
 
Each School / Centre must adopt a written policy, as part of its overall Health and Safety policy, 
with regard to the management and staffing of minibus journeys, in the context of its particular 
circumstances.  This section and the LEA guidance on minibuses should form the basis of this local 
policy. 
 
It is for Heads (or designated deputies) to make decisions regarding arrangements for specific 
journeys. These will need to take account of School / Centre policy and the particular 
circumstances of the journey in question, e.g. other duties undertaken or planned by the driver/s, 
other responsibilities of the driver/s during the journey, overnight driving, whether towing or not. 
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The following recommended guidelines are provided to assist School / Centre Heads in making 
appropriate policy and staffing provision.  Managers and individuals who fail to have regard for 
these guidelines will be required to justify any departure from these standards in the event of any 
incident. 
 
For journeys: 
 
• not exceeding 1 hour in length, a single teacher/driver operating alone may be considered 

adequate, subject to the nature of the group and the driver's ability and confidence to 
manage that group. 

 
• involving between 1 hour and 4 hours driving, a second, responsible adult should be present. 
 
• involving over 4 hours driving, the second adult should also be an appropriately qualified 

driver.  One of these drivers should have had a 'rest' period free from duties, of at least one 
hour immediately before the start of the journey.  

 
• for longer journeys, i.e. over 4 hours driving, appropriate rest periods must be taken (see 

below). 
 
County Council minibus drivers are subject to the UK Domestic Drivers' Hours rules.  It must be 
recognised that drivers of LEA School / Centre minibuses may be performing voluntary driving 
duties additional to their normal duties and that they will also often carry an organisational and 
supervisory role whic h can in itself be fatiguing.  The following guidelines must, as a consequence, 
be carefully applied to safeguard against the risk of driver fatigue: 
 
• A maximum continuous driving time of 4 hours followed by a minimum break of 45 minutes. 
 
• Total aggregate driving time, before a prolonged period of rest is taken, should not exceed 8 

hours. 
 
• A prolonged rest period should normally be a minimum of 10 hours free from driving duties. 

 
• A maximum aggregate driving time of 48 hours in any 7 consecutive day period. 
 
• A maximum aggregate driving time of 90 hours in any 14 consecutive day period. 
 
• Unless the above guidelines can be met, alternative arrangements must be made. 
 

E4 Emergencies 
 
In the event of a major emergency, it is essential that rescue services can quickly identify the 
home base of the group and vehicle.  Emergency Contact telephone numbers should always be 
prominently displayed in the minibus.  A summary leaflet "Minibus Driving", carried in the vehicle, 
could be helpful in this respect.  Many operators display the School / Centre name and address 
externally on the vehicle for rapid identification. 
 

E5 Journeys Abroad 
 
EU legislation applies and additional insurance is required when minibuses are taken abroad.  Visit 
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leaders should contact; 
 

[Insert LEA contact details here] 
  

E6 Transport by car 
 
Private cars of both employees and voluntary helpers, e.g. governors or parents / carers, are often 
used to assist with School / Centre functions.  Heads must take reasonable precautions to satisfy 
themselves that such drivers and vehicles are suitable. In this eventuality; 
 
• it must be recognised that responsibility for the insurance of these private vehicles rests with 

the owner or driver concerned.  The LEA cannot provide insurance to protect the interests of 
the driver if an accident were to happen; 

 
• all prospective drivers who are employees must have a "business use" extension to their 

"domestic and pleasure" policy; 
 
• all such employee drivers should produce documentary evidence to their employing 

department when authorisation for LEA business use is first given and at regular intervals 
thereafter. 

 
For non-employees there is no similar "business use" requirement since social, domestic and 
pleasure cover normally suffices.  However, where a volunteer driver is undertaking regular or 
frequent journeys, the driver should seek clarification from his/her insurance company.  Where any 
financial transaction is involved, insurance cover must be checked. 
 
* Before using such volunteer drivers, Schools / Centres should supply them with a copy of the 
Model Letter in Appendix 16, which clarifies the insurance position. 
 

E7 Transport by coach 
 
Leaders planning to use a coach should consider the following issues: 
 
• Use only coaches provided by reputable companies.  Local companies offer greater 

opportunity for leaders to inspect and address any concerns. 
 
• All coaches are required by UK law to be fitted with seat belts on forward facing seats when a 

group of three or more young people are on an organised trip.  It is strongly recommended 
that organisers use only coaches with seat belts if travelling abroad.  Parents / carers will 
expect such provision despite the legal distinction between a coach, which does require seat 
belts to be fitted and a bus, which does not. 

 
• Visit leaders should check in advance the acceptability of coaches to be used and specify, in 

writing, particular needs and expectations such as luggage capacity.   
 
• Party leaders must check visually that the condition of coaches provided is acceptable.  Such 

a check should include obvious safety features such as the general condition of tyres, seat 
belts, presence of fire extinguisher and first aid. 

 
• Luggage must not be carried inside the coach other than in lockers or shelves provided.  
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Loose, heavy luggage is dangerous in the event of a sudden stop or crash and may block 
emergency exits. 

 
• Any significant deficiencies must be noted and should be discussed initially with the driver.  

The party leader should, if appropriate and depending on circumstances, insist on immediate 
correction of any faults, where this is possible, or the provision of an alternative coach.   

 
• Party leaders and other accompanying adults should note any significant issues of concern 

regarding driver conduct or other events during the journey.  It may be necessary, in the 
most serious of cases, to insist that the coach be stopped at the first safe opportunity.  It is 
important that full contact details, including an 'out-of-hours' telephone number, of the coach 
company be taken on the visit. 

 
• Cases of litigation involving coach companies stress the importance of the need for the party 

leader to keep a dated, accurate account (dates, times, events, locations, statements) of the 
circumstances of any incident.  This contemporaneous note will be of immense help in any 
subsequent negotiations. 

 
E8 Public transport 
 
Public transport may offer a cost-effective and efficient means of transport and can provide a 
means of educating young people in how to re-visit a venue following their School / Centre visit. 
Key issues to consider if planning to use public transport are set out in Appendix 17. 
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Section F 

 

Emergency procedures 
 

F1 Introduction 
 
Despite good planning and leadership, unforeseen emergencies or accidents may arise. On such 
occasions leaders may need the support, advice and management skills of the Head, Governing 
Body and the LEA. The following emergency procedures are designed to ensure the rapid transfer 
of information, enlist services and assistance and to deal with the probable attentions of the media.  
 
It is strongly recommended that a summary of the process below forms part of the documentation 
pack carried by the leader and that it be available at all reasonable times during the visit.  
Additionally, all staff preparing for, or involved in, educational visits should be familiar with these 
procedures. 
 
These notes should be read in conjunction with the relevant LEA guidance; 
 

[Insert title of LEA guidance here] 
 

F2 Preparation before the visit  
 
Two home Emergency Contacts should be identified. These will often be the Head, EVC or other 
senior member of staff. Such Emergency Contacts must not be parents / carers of young people 
on the visit. 
 
These Contacts must ensure that between them they provide 24 hour per day access by telephone.  
Their function is to act as a first point of contact with the group and to alert the Head and/or Chair 
of Governors and the LEA when appropriate. 
 
Both Contacts must have: 
 
• office and home telephone numbers of a designated Education Officer and those of the full 

Education Officer team. This is particularly important during holiday periods. 
 
• a full list of names, addresses and telephone numbers of parents / carers of all young people 

and the next of kin of all adults on the visit. An identical list must be taken on the visit by the 
visit leader. Where parents / carers are away from home during the visit, or where there is 
no home telephone, alternative emergency contact arrangements must be made for such 
young people. 

 
• Contact details for the British Embassy or Consular for all trips abroad 
 
All adults who will be supervising young people during the visit should be briefed as to the above 
procedure and should know the location of the nearest accident and emergency hospital, and the 
emergency services telephone numbers of the country they are visiting. 
 
Medical information pertinent to emergency hospital treatment should be obtained using a Parental 
Consent Form (Appendix 12). One copy of this form for each young person in the party should be 
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carried by the Visit Leader and another by the supervising teacher or by the young person, if of an 
appropriate age. 
 
Where travel by minibus is involved it is important to have the Emergency Contact names and 
telephone number/s clearly displayed in the vehicle. 
 
A written summary of these Emergency Procedures should be part of the Visit Leader’s reference 
pack.  
 

F3 Action to be taken in the event of an accident or emergency 
  
Control and supervision of the group 
 
• Assess the situation. 
 
• Account for ALL other group members and ensure their well-being.   
 
• Immediately inform all group staff of the problem; share it; clarify actions to be taken and by 

whom.   
 
• Agree who will be the co-ordinator and person dealing with communications etc. 
 
• Establish the names and numbers of people involved in the incident and, if injured, the 

nature and extent of the injuries. 
 
• Call emergency / rescue services where necessary. 
 
• Ensure that the injured are accompanied to hospital wherever possible by an adult known to 

them, ideally a teacher / youth worker. 
 
• Clarify with the rest of the group what has happened and your consequent course of action. 
 
Information and communication 
 
• Alert your School / Centre emergency contact with precise details as soon as practical.  
 
• Do not release names of involved or injured participants other than to official sources such as 

police, medical services. 
 
• Ensure relevant telephones are staffed and log all calls. 
 
• Restrict access to telephones until your Emergency Contact at base has been alerted, with 

precise details. 
 
• If an emergency occurs abroad, notify the nearest British Embassy or Consulate.  Identifying 

contact numbers for these should be part of the initial preparation. 
 
• Leaders must avoid any direct dealings with the media. Media response to a major incident is 

often immediate; depending on location leaders should expect and be prepared for media 
attention within 30 minutes.  Media may be at the scene quicker than the emergency 
services. Legal liability should not be discussed. 
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• If the incident is serious, the Emergency Contact should alert the Head, EVC or designated 
deputy who should then contact the Education Officer and Chair of Governors. They will then 
jointly determine the need to initiate the LEA Emergency Procedures. 

 
• In the unlikely event of the Education Officer team (or other senior LEA officer) being 

unavailable, emergency contact with the LEA can be made through: 
 

[insert LEA emergency contact details here] 
 
• It must be stressed that this is a major emergency contact procedure only and must NOT be 

used for dealing with routine organisational difficulties.  
 
• Contact with relatives should be as early as possible, consistent with accuracy. It is vital to 

ensure parental contact, whenever possible, before news spreads through the media. This 
would normally be done through the Head, EVC, Deputy or other designated person at the 
School / Centre.  In the event of a fatality, contact should be made with the police. 

 
• Once the initial facts are clear and a press release agreed, the County Council/Press Office 

will act as a base for media reception and as a channel for communication. 
 
Administration 
 
As soon as possible: 
 
• record all facts relating to the incident: time, date, those involved, what happened, witness 

details; 
 
• maintain a record of subsequent events; 
 
• notify the insurers; 
 
• notify the tour operator or provider, where used; 
 
• complete an LEA accident report form and send it immediately to; 
 

[insert relevant LEA address here] 
 

Care of group members and relatives 
 
Immediately following a serious incident it is highly likely that group members and staff will be in a 
state of shock. It is therefore important to ensure their well-being and to provide them with 
security and protection from media attention. 
 
All involved may need help in coping with possible shock and trauma, which may last for many 
weeks. Support and counselling may be necessary; in this event the Directorate’s personnel 
services will be of significant help. 
 
 
 
 
 



 30 

Section G 
                             

Visits abroad - general 
 

G1 General 
 
Organisers of visits abroad should apply appropriate advice elsewhere in this manual and, in 
particular, should follow the detailed planning advice in Section B.   
 
Additional considerations for exchange visits are set out in Section H. 
 
Schools / Centres who wish to take part in overseas expeditions with an independent 
(commercial) provider must follow the guidance set out in section I. 

G2 LEA Notification 
 

LEA notification is required for all visits abroad (see Section M for notification procedure). 
 

G3 Foreign and Commonwealth Office travel advice 

The Foreign and Commonwealth Office website should be visited both in the early stages and at 
regular intervals whilst planning a visit to countries that are further afield or that have experienced 
disasters, conflicts, terrorism, civil unrest or health problems in recent years.   

Information regarding safety of tourists is available on the FCO site and is often the basis upon 
which insurance companies decide whether or not they will cover visits to such countries.   

Cancelling visits at a late stage may incur major financial penalties, which may fall outside 
insurance cover. 

 
G4 Staffing 
 
Staffing levels need to take into account the effect of staff illness or injury.  Small groups with 
minimum staffing are particularly vulnerable in this respect and serious consideration should be 
given to increased staff ratios.  Consideration should also be given to the ease with which a 
substitute member of staff may be dispatched during the visit, should they be required to cover an 
incident, emergency or to replace a member of staff.  Organisers must ensure that all staff are 
professionally reliable and appropriately experienced.  Guideline ratios are given in Appendix 20 
and 21 but actual ratios should be determined through the risk assessment process. 

The visit leader must be an employee of the LEA and normally a teacher or youth worker. Some 
staff accompanying may be adult helpers/volunteers and if this is the case the following points 
should be considered: 

• All helpers must be thoroughly briefed and understand their role in relation to the visit. 

• All helpers / volunteers on residential visits must be CRB checked. 
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G5 Language capability 

It is important that there is someone who can act in the interests of the party who is available 24 
hours and able to communicate fluently.  Visit leaders should ensure this is in place prior to the 
visit. 
 

G6 Staff organised visits 
 
The Package Travel Regulations may apply where the various elements of a visit are organised 
directly by a member of staff.  Please refer to Section C. 
 

G7 Using an independent provider such as a tour operator 
 
Visit leaders should ensure that a satisfactorily completed independent provider’s questionnaire 
(Appendix 10) has been obtained prior to making any financial commitment.  
 
 It is essential that the financial bonding, accounting and contractual guidance in Section C is 
applied in full.  
 
If using an operator based abroad, organisers should be aware that the above Package Travel 
Regulations are based on an EEC Directive, which applies to all countries of the European Economic 
Area.  Organisers must seek verification that the operator satisfies the relevant national legislation 
implementing the Directive. 
 
Where difficulties are perceived with aspects of the provision, then organisers should make a 
written record of events in case a subsequent claim is necessary. 
 
G8 Preparing young people 
 
Thorough preparation of young people for an overseas visit will contribute immensely to 
enjoyment, educational value and safety.  Issues to consider will include: 
 
• language - even a few common phrases will help; 
 
• cultural differences such as dress codes, rules, local customs, behavioural norms and 

attitudes to alcohol; 
 
• in some countries, the risks associated with tap water and some foods, such as unpeeled fruit 

and raw vegetables, need explaining; 
 
• communication - differing telephone systems, simple phrases, card with accommodation 

address, action in an emergency (see also Section F). 
 

G9 Documentation 
 
It is essential that visit leaders take with them (where appropriate): 
 
• travel tickets, passports and visas; 
 
• a copy of the contract with the centre/hotel etc.; 
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• medical papers, e.g. European Health Insurance Card (EHIC)  and significant medical 

histories; 
 
• parental consent forms and permission for the visit leader to authorise emergency treatment 

on parents / carers’ behalf; 
 
• the telephone numbers and addresses, at home and in the School / Centre, of the Head and 

emergency contact; 
 
• the names of parents / carers and the addresses and telephone numbers at which they can 

be contacted; 
 
• copies of a list of group members and their details; 
 
• details of insurance arrangements and the company's telephone number; 
 
• the name, address and telephone number of the group's accommodation; 
 
• location of local hospital/medical services. 
 
It is important that copies of all the above, including serial numbers of travel documents, passports 
etc, be taken and kept separately in the event of loss of originals. 
 
Copies of most of the above information should be left at the School / Centre for the duration of 
the visit.  School / Centre emergency contact arrangements must ensure accessibility to such 
information at all times during the visit and to the LEA emergency contact, normally the 
appropriate Education Officer. 
 

G10 Travel 
 
Travel by air or ferry needs careful organisation.  Situations have occurred where airlines have 
attempted to split a party onto different aircraft.  It is essential that this be resisted.  Any special 
needs, such as wheelchair access, will need checking at the time of booking. 
 
On ferries and in airports, it is easy for members to become 'lost'.  Careful group management, 
frequent head counts, or sub-divided, adult-supervised groups and an easily identified group 
location will help. 
 

G11 Minibus driving abroad 
 
Recent tragic incidents involving coach and minibus transport abroad make it essential that 
organisers apply, in full, the regulations and guidance of the County Council, summarised in Section 
E. 
 
It is particularly important that all party members are reminded of the dangers of unfamiliar, right-
hand drive traffic.  Special care is needed where the doors of UK vehicles open on the offside in 
right-hand drive countries. 
 
Extended road travel will require regular, supervised stops to reduce fatigue and the likelihood of 
illness. 
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G12 Selection and checking of accommodation 
 
Serious incidents have occurred in recent years where hostel or hotel accommodation used by 
British groups has been insecure against intrusion by outsiders.  There is also, occasionally, the 
unacceptable situation where group accommodation is jointly used for a variety of incompatible 
purposes, e.g. temporary accommodation for workers.  It is strongly recommended that organisers 
ensure that appropriate checks on security arrangements have been made through the provider or 
by the tour operator.  Written assurances should be obtained and recorded. 
  
On arrival:  
 
• the requirements for security should be stressed and checked with the accommodation 

manager; 
 
• a check should be made to ensure that all security bolts and locks are fitted and working; 
 
• fire alarm and evacuation procedures should be clarified; 
 
• an accommodation plan/room layout should be obtained.  Rooms allocated to the group 

should be adjacent to supervisory teacher accommodation; 
 
• other existing planned or possible use of the accommodation should be clarified.   
 
Organisers must then decide whether or not to agree to occupancy. 
 
Any serious or potentially serious incidents involving intrusion into the group's accommodation 
must be reported to the accommodation manager. 
 
Any sexual or physical abuse must be reported immediately to the local police. 

G13 Passports 

Personal identification is required in many countries and for visits this is usually in the form of an 
individual passport.  Visit leaders must check, well in advance of the visit, the current requirements 
with regard to individual and/or collective passports. 

 
Some countries have an immigration requirement for a passport to remain valid for a minimum 
period (usually at least six months) beyond the date of entry to the country. Therefore, leaders will 
need to ensure that passports are in good condition and valid for at least 6 months at the date of 
return. This is a requirement of the country concerned, not the UK Passport Service. Any questions 
should be addressed to their Consulate or Embassy. 
 
Visit leaders are strongly advised to check the validity of individual passports well before departure 
and to ensure their safety during the visit.  For young people whose national or immigration status 
is in doubt, early enquiries to the Home Office should be made. 

G14 Visas 
 

Check visa requirements with the travel company or contact the Consulate or Embassy of the 
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country to be visited.  

If a young person is a British Dependent Territories Citizen, or British Overseas Citizen, British 
Subject, British National Overseas, or a British Protected Person, they may need a visa that is not 
required by British Citizens. 

If there are young people with non-British passports, they also may require a visa not required by 
British Citizens.  More than one party has had to leave a young person and member of staff behind 
at Dover having failed to check this prior to the visit. 

An emergency plan for the visit should consider action in case a member of staff becomes 
incapacitated or has to leave the visit.  If the country visited requires a visa, has a back up member 
of staff possession of a visa prepared?  

It is recommended that at least 2 photocopies of all passports, visas and other important travel 
documents are made, one set kept by the home base emergency contact another with the party 
but separate to the original documents. 

G15 Health 

Reciprocal European Health Insurance 

UK residents may be entitled to free medical treatment or at a reduced cost, when temporarily 
visiting a European Union (EU) country. To obtain treatment, young people and staff will need to 
take a European Health Insurance Card (EHIC)  with them.  These can be applied for, free of 
charge, from the nearest post office.  

Refer to the NHS Direct and FCO websites for up to date information for the country you intend to 
visit. 

Vaccines and Inoculations 

If in doubt as to whether vaccination is required, consult a GP at least 6 weeks prior to the visit.  
The Department of Health and Foreign and Commonwealth Offices are also useful sources of 
information. 

 
G16 Insurance (see also Section D) 
 
Travel insurance is vital for all visits abroad.  The County Council operates and administers a School 
Journey Insurance Scheme.  Full details of the current policy and scheme are available from; 
 

[insert LEA contact details here] 
 
Many commercial companies offer insurance, often as an integral part of the visit package.  
Organisers are strongly advised to: 

 
• check the detail of such insurance; 
 
• check the suitability of such policies, where in doubt, with the County Council contact above; 
 
• advise parents / carers of the detail of the cover. 
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G17 Dealing with emergencies 
 
The recommendations given in Section F are of particular importance for visits abroad and 
organisers should check that adequate arrangements are made.  All staff should be made aware of 
these procedures. 
 
Additionally, all staff should know the location and telephone number of the nearest British 
Embassy or Consulate. 
 
An emergency plan for the visit should consider action in case a member of staff or a young person 
becomes incapacitated or has to leave the visit.  If the country visited requires a visa, has a back 
up member of staff possession of a visa prepared? 
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Section H 
 

Exchange visits 
 

H1 Key principles 
 
Exchange Visits provide valuable and often unique experiences for young people to experience 
other cultures, develop new friendships and thus broaden their horizons and knowledge. 
 
Staying with a host family gives young people a first hand opportunity to use their language skills 
in a real context. 
 
By following national best practice and these guidelines it should be possible to establish, manage 
and maintain safe and productive exchange visits. 
 

H2 Summary of guidance 
 
Expectations and assurances should be established for all parties involved (young people, teachers, 
host families and Schools / Centres) and these must be fair and reciprocal as far as is reasonably 
practicable. 
 
Specific guidance should be provided for host families about our expectations. 
 
Specific guidance should be provided for young people covering personal safety.  
 
Exchange visits differ from other visits in that young people are not directly supervised by 
teachers/youth workers whilst they are with host families; exchanges thus require thorough and 
carefully planned risk management. 
 
Careful matching of exchange partners is central to successful visits. 
 

Preparation and Planning 

H3 Legal and cultural differences 

The legal definitions of what constitutes a ‘child’ and a ‘criminal offence’ vary across European 
countries, not to mention global differences in such definitions.  Crossing the road without using 
pedestrian crossing points or dropping litter are two examples of offences punishable by spot fines 
in some countries, behaviour which some young people would think of as acceptable in the UK.  
Young people must be made aware of these differences and the consequences of such actions 
abroad. 

Research prior to the visit in this respect will pay dividends whilst in the host country.  A 
consideration of what constitutes good manners will help with acceptance in host family homes.  

H4 Risk assessment 

Leaders should follow the detailed guidance on risk assessment in Section B of this guidance.   
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In addition to assessing risks inherent in any educational visit, there are additional risks relating to 
exchange visits that will require extra consideration. In order to reduce the possibility of harm it will 
be necessary to consider additional control measures, some of which may be considered best by 
answering the following questions; 

• Are families and young people carefully matched with due regard to gender, diet, religious 
belief, special needs etc? 

• Are families known to the host School / Centre, have they been affirmed as suitable and is 
there a hosting agreement form which includes a question regarding criminal convictions or 
other contra-indicators? 

• In case it is necessary to move a young person at short notice, are contingency plans in 
place? 

• Has consideration been given to the safety and well-being of the young people during travel, 
and does this include appropriate drivers and transport whilst with the host family? 

• Young people and host families are aware of a 24 hour contact number and are fully briefed 
as to procedures should problems arise. 

• Do leaders have daily contact with all young people and do young people have an agreed 
‘keyword’ that they can use which means ‘I want you to visit me immediately’?  

• Will young people have access to a phone and/or can they use a mobile phone to call or text 
messages if necessary to staff? 

• Have young people been briefed about personal safety? 

• Does work experience feature as part of the exchange and if so, has an assessment been 
made by an appropriate person about any significant hazards the work environment may 
present?  Recent legislation has made work experience on exchange visits difficult to organise 
safely within the law.  

• Have acceptable and unacceptable activities on ‘family days’ been discussed and has parental 
agreement been sought prior to the visit if necessary? For example is there an opportunity to 
go skiing, cycling or horse riding with the host family, or a visit to a beach and thus 
swimming?  If so, parental consent is required. 

H5 Pre-visits 

Where a visit is arranged for the first time or involves a significant number of new staff, a 
preliminary visit is strongly recommended and may reassure all parties and provide details and 
photographs for a parents’ presentation.  This will serve as a control measure in itself as well as 
being an opportunity to consider a specific risk assessment first hand.  The issues raised above in 
H4 should be considered during a prelim visit and discussed with colleagues on both sides of 
exchange. 

Staffing 

H6 CRB checks    

The DfES guidance ‘Health & Safety of Young people on Educational Visits ‘ (HASPEV 1998) states 
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that ‘Visit leaders need to be clear about relevant procedures for vetting the suitability of host 
families including criminal background checks insofar as these are available’. 

The possibility of being CRB checked is seen as a barrier to potential offenders. The LEA 
recommends that of the host family adults, a random sample of 10% of CRB forms are forwarded 
for enhanced checking. This is normally done through the Education Office for your area and there 
is not normally a charge for volunteers. Contact: 

[insert relevant LEA contact details here] 

‘If the host school or placing agency does not have appropriate measures in place for carrying out 
checks to ensure the health, safety and welfare of exchange or home stay young people, the visit 
leader should seek further assurances and/or reconsider whether the visit should take place.’  
(HASPEV 1998) 

The exact equivalent to CRB checks are unlikely to be available in all countries, therefore the visit 
leader in this case must ensure that the host school or agency has a vetting procedure in place to 
assess the suitability of home placements. 

H7 Leader and Staff Competence 

Language capability 

The majority of the exchange visits involving Schools / Centres are language based and thus 
normally include language staff as party leaders.   

In the case of visits further afield or with visits for reasons other than language, it is important that 
there is someone who can act in the interests of the party who is available 24 hours and able to 
communicate fluently.  Visit leaders should ensure this is in place prior to the visit. 

Experience 

Host family visits are usually led by colleagues with considerable experience and expertise and it is 
important that this experience is shared.   

Visit leaders may be promoted, move schools or retire and thus a wealth of experience and 
expertise may be lost.  It is important that visits include ‘succession planning’ and any future party 
leader has the opportunity to learn as much as possible as an assistant leader in the first instance.   

Visit leaders should ensure that 24 hour access is available to a competent person that has all 
necessary background knowledge of the host culture.  

H8 Emergency Procedures 

Contingency plans should include alternative accommodation arrangements, for example if it 
becomes necessary to move a young person from their host family. 

Preparation of Young People, Parents and Staff  

H9 Host Families 
 

There is clearly a need to take every reasonable step to ensure the safety and well being of the 
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visiting young people when they stay with families in our Country. The vetting of host families is 
crucial to ensuring the safety and protection of young people. 
 
The vetting of host families should include, 

 
• CRB Checks  
 
• Verification of family structure 
 
• Code of Conduct 
 
• House rules 
 
• Home visit checks 
 
• Information sharing and gathering 
 
• Sleeping arrangements 
 
• Family activities 
 
• Transportation including drivers 

H10 Parents Evening 

It is important that parents are fully appraised about the visit in order to make informed decisions 
including ‘plan B’ arrangements. This should include; 

• Expectations regarding behaviour of young people, including circumstances in which parents 
should be prepared for their children to be sent home early, or to be responsible for the 
collection of their children. 

• As detailed a programme of the entire visit as is possible, including family days and 
acceptable activities that may be provided by host families.  e.g. skiing, swimming, night 
clubs, etc. 

• An explanation of to what extent young people may, or may not be directly supervised by 
accompanying staff and how they can communicate with those staff. 

• Expectations regarding, downtime, ‘curfew’ times, bed times, alcohol, smoking, etc. 

• Procedures in case young people are not happy in their host family homes.  

Frequently asked questions at parents’ evenings include the following: 

• Who is hosting my son/daughter and what checks have been made on the accommodation? 

• Have the family hosted before and what assurances or checks have been made on their 
suitability? 

• What is the policy regarding alcohol, smoking, drugs, videos, curfews, bedtimes etc? 
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• Can I contact my son/daughter and can I contact the visit leaders if necessary? 

• Can they contact me? 

• If my child has a problem, how do they contact leaders and how long would it be before they 
were visited? 

• What experience do the leaders have of this particular visit and visits in general? 

• What are the travel arrangements and what are the supervision details during travel periods? 

Personal Safety 

H11 Staff  

Staff should also be aware of issues relating to personal safety, and personal and professional 
protection, especially in order to avoid situations that could lead to accusations of improper 
conduct. 

H12 Young people 

It is strongly recommended that young people have a copy of the Child Safe Leaflet ‘Travel-Safe 
…Advice for Children and Young People’ 2001 and that they and their parents read it. 

H13 Bilingual Help Cards 

It is recommended that young people are supplied with a small pocket sized laminated card with 
bi-lingual information to include useful phrases in an emergency, for example: 

• The young person holding this card may need help 

• Please contact their leader on the following number 

• Or at the following address . . . 

• They are staying at . . . . , phone number . . . . , etc  

H14 Issues relating to Censorship 

Home Entertainment 

Visit leaders will need to establish clear policies regarding acceptable internet usage, DVD and 
video usage 

Theatre and Cinema Visits 

Related issues to those outlined above should be considered in the event of young people visiting 
the theatre, cinema, or similar. 
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H15 Work Experience   

Any exchange visit that includes work experience should refer to and be considered in the context 
of the LA’s own policy.  Where this does not cover work experience abroad, special arrangements 
may need to be made, in which case, organisers are recommended to contact the relevant LA 
officer at the earliest possible stage of planning. 

Additional Considerations 

H16 Young People with Special Needs 
 

It is now widely recognised that young people with special needs are more vulnerable to abuse 
than others and therefore face additional risks whilst visiting abroad.  These individuals however 
also have the right to have their horizons expanded through travelling abroad. In order to make 
such exchanges possible, the same general guidelines apply but in addition the visit leader will 
have to put into place more stringent checks and balances. The following additional procedures and 
advice are recommended over and above those detailed in the previous section; 

 
• An advanced planning visit is essential for trips involving young people with SEN. 
 
• A higher ratio of adults/carers is required and there must also be an appropriate ratio of 

male/female adults. As part of the risk assessment process, it should be considered whether 
an appropriately trained person be part of the staff team. 

 
• All teachers supervising visits should be aware of young peoples’ medical needs and medical 

emergency procedures. 
 
• Check whether travel insurance covers pre-existing health conditions. If not, insure with a 

company which specialises in policies for these young people. 
 
• Assess suitability of host family - ramps, lifts, wide doorways, adapted toilets etc. 
 
• Housekeeping arrangements for disposal of soiled dressings, pads etc. 
 
• In some cases bunk beds may not be appropriate. 
 
• Contact to be made with young people whilst with host family. 
 
• Availability of interpreter, leader trained in Macaton, signing or other appropriate 

communication medium. 
 
• A social area should be available for group meetings etc. 
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H17 Resources 
 

“The Protection of Young People in the Context of International Visits”  
City of Edinburgh Education Dept – obtainable from: 

 
Wendy Laird 
Publications Unit 
City of Edinburgh Education Department 
Level 2 
Wellington Court 
10 Waterloo Place 
EDINBURGH  EH1 3EG 
 
Price £6.50 

 
Tel: Wendy Laird, 0131 469 3328 
E-mail wendy.laird@educ.edin.gov.uk 

 
 

“Advice for Schools” (Child-safe Travel-safe) www.child-safe.org.uk  
“Advice for Host Families” –as above 
“Advice for Parents and Guardians” – as above 
“Advice for Young People” pamphlet 

 
Obtainable through website, or tel: 01737 812727, or by post from: 

 
Child-safe Travel-safe 
Avon and Somerset Constabulary 
c/o Boffin Book Services 
24 Walton Street 
Walton on the Hill 
SURREY KT20  7RT 

 
 
 
 
 
 





 

Useful Websites  
  

http://news.bbc.co.uk/1/hi/programmes/breakfast/4012173.stm December 04 BBC interview with Charles Clarke 
  

http://www.fco.gov.uk/ Foreign & Commonwealth Office 
  

http://www.dh.gov.uk/PolicyAndGuidance/HealthAdviceForTravellers/ Good advice re health 
  

http://www.nhsdirect.nhs.uk/ Good advice re health 
  

http://www.teachernet.gov.uk/ 'Safeguarding Children in Education' Sept 2004 DfES/0027/2004  
plus other relevant documents 

  
http://www.lg-employers.gov.uk/conditions/education/allegations/ 
conduct_for_working_with_young_people.html 

Guidance for codes of conduct for staff with students 

  
http://www.teachernet.gov.uk/wholeschool/familyandcommunity/ 
childprotection/otheragencyroles/irsc/IRSC_Guidance_Documents/ 

Raises awareness of illegal, unsafe and unwise behaviour 

  
http://www.leargas.ie/youth/publications.html Irish Youth Organisation with advice for Exchanges 

  
http://www.britishcouncil.org/learning-ie-youth-exchange.htm One of many relevant pages of information on youth exchanges 

  
http://www.cyec.org.uk/ Commonwealth Youth Exchange website 
  
http://www.murge.com/ Information re. Mind Manager software used to create the map 

  
http://www.youthcouncil.ni.org.uk Youth Exchange Guidelines for Good Practice 



Section I 
                             

Overseas expeditions 
 

Acknowledgements 
This section sets out common minimum standards for expeditions that are in line with current good 
practice, based on the following: 

 
• Guidance for Overseas Expeditions prepared by Clive Atkins of Clive Atkins Consultancy Ltd. 
 
• Outdoor Education Advisers Panel Guidance on Overseas Expeditions 2002;  
 
• WAG Health and Safety of Young people on Educational Visits (HASPEV) 1999, and the 

HASPEV supplements (2002); 
 

I1 Compliance by the Overseas Expedition Provider 
In advance of making a booking, the school should forward a copy of this section (Section I) of the 
guidance to the intended Provider (I1.A).  
 
The Provider is asked to confirm full compliance with this section (Section I, Educational Visits) in 
writing to the school (I1.B).  
 
If this is forthcoming the school may apply for Outline LEA Approval (Form EV4, Appendix 6), and if 
granted may subsequently enter into a contract with the Provider (I1.C).  
 
Where this is not possible, the Provider is asked to indicate any areas of potential non-
compliance, and these must be agreed or resolved to the satisfaction of the LEA prior to 
a contract being made (I1.D).  
 
In order to do this, the school should discuss any areas of non-compliance directly with the 
Provider, and if appropriate with the Outdoor Education Adviser (I1.E).  

 

Please note that non-compliance does not necessarily mean that the expedition will not be 
approved by the LEA. Rather, the purpose of this procedure is to highlight and resolve any 
potentially contentious issues at an early stage in the planning process and before a commitment is 
made (I1.F)  

 

Where a significant amendment to this section of the guidance is made subsequent to agreement 
by a Provider, then the Outdoor Education Adviser will discuss the implications of the amendment 
directly with the Provider (I1.G).  

 

I2 Terminology 
The following terms are used in this section of the guidance: 

 

School Leader 
The named member of staff employed by the LEA, and designated by 
the Head and EVC to be the School’s / Centre’s visit leader. Also the 
‘pastoral’ leader (I2.A) 

Expedition Leader 
The named (senior if more than one) leader from the third party 
provider, organisation or tour operator. Normally the ‘technical’ leader 
(I2.B) 
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Provider 
The third party agency, commercial company, or tour operator employed 
by the School / Centre (I2.C) 

Staff 
Any adult from either the School / Centre or the Provider that is involved 
in the venture, who is not a student at the School / Centre. This would 
include expedition ‘assistants’, or volunteers (I2.D)  

EVC The Educational Visits Coordinator of the School / Centre (I2.E) 

 
Note: Unless this is an agreed joint venture between two or more School / Centres, 
other adults or young people may only be included in the expedition if they: 

 

• are part of the school’s / centre designated group (I2.F) or 
 
• are a designated representative of the School / Centre or LEA (I2.G) or 
 
• are an employee of the Provider (I2.G) or 
 
• are engaged by the Provider in a supporting or training capacity (I2.H). 
 

I3 Target Expeditions 
‘Overseas Expeditions’ typically take place in remote areas of the world and/or in developing 
countries, both of which present significant hazards and organisational challenges not normally 
encountered in the UK or Europe (I3.A).  

 

This guidance is targeted at an expedition that: 
 
• in essence remains a school/college/youth group expedition 
 
• is developed or commissioned as an educational package for the under 19’s 
 
• has trekking into remote areas as a component, which may involve fieldwork and community 

projects 
 
• visits or journeys through one or more challenging environments (N.B. ‘challenging’ as 

compared to the current experience of the young people concerning high mountains, jungle, 
deserts or similar) 

 
• is placed in a considerably contrasting culture(s) to those of the participants 
 
• is designed to be of a team building nature 
 
• raises young people’s awareness and skills in assessing and managing risks. 

 

It is not: 
 
• an individual or small independent group’s self led expedition 
 
• an over 18’s expedition 
 
• an extreme challenge in hazardous environments 
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• an expedition requiring the young people to manage unknown risks; making decisions 

without training or relevant information; or to manage known risks without the support of a 
competent leader. 

 

I4 Recommended Time-Scale 
 

Proposal initiated (I4.A) 

School Leader recommended to attend a Royal Geographical 
Society ‘Overseas Expeditions’ Course (I4.B)  
Several companies approached (I4.C) 

Teacher leader(s) identified  
Current provider risk assessments/research made available (I4.D) 

12-18 months before the 
venture 

School to request and obtain Outline LEA Approval (Form EV4) (I4.E) 
Group formed (I4.F) 

Communication with parents (I4.G) 
Area/Location(s) proposed (I4.H) 
Itinerary options outlined (I4.I) 
Approval framework agreed eg leadership team requirements (I4.J) 
Contract agreed with Provider and deposit forwarded (I4.K) 

Continuous preparation Outdoor Education Adviser to contact EVC and School Leader (I4.L) 
Group liaison & 
communication 

Research continues (I4.M) 
Group training programmed (I4.N) 
Contact with major agencies, eg. RGS (I4.O) 

4 months minimum 
(ideally 6 months) 
 

Expedition Leader confirmed and agreed (I4.P) 
All final details agreed (I4.Q) 
Training programme and preparation underway (I4.R) 
Medical and other requirements completed (I4.S) 

Specific risk assessment prepared (I4.T) 
If issues still exist beyond 
that date 

Agree alternative location (I4.U) 
Agree different Expedition Leader (I4.V) 
Consider postponement (14.W)  
Cancellation (liaise with company over liability) (I4.X) 

8+ weeks before School / Centre requests meeting with LEA representative (Form 
EV5, Appendix 7), and 
Final LEA Approval (I4.Y) 

 
 

Note: A shorter timescale may be appropriate for certain shorter duration expeditions that take 
place ‘closer’ to home, eg Europe, Morocco, etc (I4.Z) 

 
I5 Purpose of Expedition 
As with any other Educational Visit, the venture must have clearly defined educational aims, which 
are appropriate to the needs of the group generally, and to individuals within the group specifically 
(I5.A).  

 

The School / Centre must consider whether these aims could be met more easily through a venture 
closer to home, for example in the UK or Europe, and if so should investigate this option (I5.B).  
 

I6 Responsibilities 
There must be clarity amongst all parties as to where the responsibility lies for each aspect of the 
venture, for example the preparatory stages, training programme, itinerary, transport, 
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accommodation, rest & relaxation periods, etc. (I6.A). These responsibilities will lie with the Provider, 
the School / Centre, or the LEA (I6.B). Some aspects will be delegated, for example, to the 
Expedition Leader or School Leader (I6.C).  
 
There will be many occasions where liaison between various parties is essential (I6.D), but there will 
be few occasions where the (legal) responsibility is shared (I6.E). Areas of shared responsibility 
should be identified, clarified and documented in advance of the venture (I6.F). 

 

I7 Selection of Provider 
The School / Centre should consider a number of Providers prior to the selection of a specific one 
(I7.A). This is primarily in order to ensure:  
 
• best suitability of provision (I7.B)  
 
• that best value is obtained (I7.C) 

 

It is the School’s / Centre’s responsibility to determine the suitability of a chosen Provider (I7.D), and 
the School / Centre must have a clear rationale for its choice (I7.E).  

 

The LEA does not ‘recommend’ or ‘approve’ Overseas Expedition Providers (I7.F). However, in order 
to save research time, a list of Providers that are known to organise expeditions of this nature is 
included at the end of this section (I7.G). It is emphasised that this list is not a recommendation, and 
that there may be several other suitable Providers who are unknown to the LEA and therefore not 
listed (I7.H). 

 

I8 LEA Approval 
LEA Approval is in two stages (see also Section D: Timescale): 
 
• Outline LEA Approval must be obtained prior to the School / Centre making a commitment 

with a Provider (I8.A). The School / Centre should forward Form EV4 to the LEA after 
consultation with the intended Provider. Outline approval will normally be granted within two 
weeks where the Provider has agreed in writing to this LEA Guidance document (I8.B). Where a 
Provider has indicated non-compliance with any aspect of the Guidance, then the School / 
Centre must contact the Outdoor Education Adviser in order to consider the issues 
concerned, and must not enter into a contract with the Provider. (I8.C). After granting 
Outline Approval the Outdoor Education Adviser may arrange a meeting with the School 
Leader and EVC (I8.D).  

 
• Final LEA Approval will be granted when all aspects of the venture have been addressed 

appropriately (I8.E). The School / Centre should forward Form EV5 to the LEA (usually no less 
than 8 weeks prior to departure) (I8.F). Upon receipt the Outdoor Education Adviser may 
arrange a further meeting with the School Leader and EVC prior to granting Final Approval 
(I8.G). 

 

Note:  The LEA approves the Expedition, not the Provider. 
 

I9 Insurance 
The level of insurance provision must meet LEA requirements. The School / Centre must check the 
insurance cover offered with their LEA insurance section prior to making a commitment to the 
venture (I9.A). 

 
I10 Contracts & Legal Issues 
There should be a written contract between the School / Centre (on behalf of the young people 
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and their parents) and the commercial company (I10.A). This contract should be similar to the 
contracts placed with other commercial providers, which agrees to the conditions as set out 
generally in the provider’s brochure and for any specifications unique to the particular location or 
activity (I10.B). 
 
School / Centre staff accompanying the expedition must do so as employees of the LEA/School / 
Centre and should not sign a separate contract with the Provider (I10.C). 
 
As with other visits the School / Centre should retain financial control of the contract by collecting 
monies due in staged payments from the young people and paying the company directly through 
the School / Centre accounting procedures (I10.D). Parents should not sign separate contracts with 
the Provider (I10.E). 
 
The Provider should illustrate the financial systems that exist to protect all aspects of the 
expedition’s finances, including training weekends, etc (e.g. bonding) (I10.F).  
 
The commitment by the Provider to adhere to this section of the guidance (or any variation/s 
agreed between the LEA and Provider) is central to LEA Approval (I10.G). Where a Provider revokes 
on a significant previously agreed arrangement (for example, if the Provider is unable to supply an 
Expedition Leader with the previously agreed level of competence) and it is not possible to resolve 
the matter to the satisfaction of the school and LEA, then the school reserves the right to cancel 
the venture and for all monies paid to be refunded (I10.H), but see also I10.I. (The above particularly 
relates to statements A.2 and A.3). However, there may be occasions where it is appropriate to 
make reasonable allowances for work carried out up until cancellation (I10.I). 
 
The Provider’s Cancellation Policy should be ‘fair and reasonable’ (I10.J).  

 

I11 School Leader and School / Centre Staff Competencies & 
Training 

The School’s / Centre’s Educational Visits Coordinator should assess the competence of the 
designated School Leader and any other supporting School / Centre staff (I11.A). 
 
Prior to making a commitment to the expedition, School / Centre staff should liaise with the 
Provider in order to ensure that they have the required level of fitness (I11.B). 
 
The School Leader should hold a First Aid qualification. (I11.C). 
 
It is recommended that the School Leader attends the one-day ‘RGS Overseas Expeditions and 
Fieldwork Course’ (see I12) (I11.D). 
 
School / Centre staff should receive appropriate expedition specific ‘training’ by the Provider (I11.E). 
 
Pre-expedition training courses for staff are encouraged; however incentives (such as ski-trips) that 
are not relevant to the expedition process itself should not be used during the sales process (I11.F). 
 
The Educational Visits Coordinator must consider the implications that would arise in the event that 
the designated School Leader is unable to participate in the expedition (e.g. through job change, 
illness or injury), and must put in place appropriate contingency plans to allow for this eventuality 
(I11.G). 
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I12 RGS Overseas Expeditions & Fieldwork Course for Teachers and 
Youth Leaders 

It is recommended that the School Leader attend this one-day course (I12.A).  
 
The course is organised by the Royal Geographical Society and endorsed by the Outdoor Education 
Advisers’ Panel, and is held at venues throughout the country  (I12.B). 

 

The course programme includes the following (I12.C): 
 
• Setting educational objectives for your expedition 
 
• Initial research: where to go for information, advice and inspiration 
 
• Competence, leadership and supervision 
 
• Expedition planning and administration 
 
• Risk assessment and safety management 
 
• Good practice guidelines 
 
• Contingency and emergency planning 
 
• Training and medical preparations 
 
• Evaluation and reports 

 
Ideally this should take place before selecting a Provider, however the LEA acknowledges that this 
may not always be possible (I12.D). 
 

For further information contact:  
Expedition Advisory Centre, Royal Geographical Society, 1 Kensington Gore, London, SW17 2AR.   
Tel. 020 7591 3030   Fax. 020 7591 3031 e.mail eac@rgs.org    www.rgs.org/eac  

 

I13 Information to Parents/Carers & Parental Consent 
Parents should be invited to a meeting with the School / Centre and the Provider, prior to being 
invited to make a commitment to the venture (I13.A). Clear and detailed information must be given to 
parents (I13.B). This is the School’s / Centre’s responsibility, following consultation with the Provider 
(I13.C). Parental consent must be based on a full understanding of the expedition characteristics and 
programme (I13.D). (Without this knowledge regarding activities or the nature of the supervision, the 
‘consent’ may not be valid in law). This information must include: 
 
• ALL planned or possible activities, including any contingency activities (ie Plan B) (I13.E) 
 
• rest & relaxation periods (I13.F) 
 
• supervision arrangements (I13.G) 
 
• codes of practice (I13.H) 
 
• communication systems during all stages of the expedition (I13.I) 
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• the pace and level of intensity of the expedition (I13.J) 
 
• injury, illness, incident, emergency and evacuation procedures (I13.K) 
 
• insurance arrangements (I13.L) 
 
• transport (I13.M) 
 
• accommodation (I13.N) 
 
• likely additional costs to participants, eg. clothing, inoculations, visas, spending money, etc 

(I13.O) 
 

It is recommended that it is explained to parents that, whilst every step will be taken to ensure the 
safety of the young people, such activities are by their very nature potentially hazardous (I13.P). It is 
important to identify the risks and have them acknowledged by parents on a fully informed basis 
(I13.Q). 

 

As with any other Educational Visit, it is the responsibility of the School / Centre to request and 
retain details of parental consent (I13.R). Where appropriate, the School / Centre must liaise with the 
Provider regarding relevant matters, for example medical issues, swimming ability, etc (I13.S). 

 
I14 Risk Assessment 
Visit Leaders should also refer to the section on risk assessment in Section B of this guidance. 
 
Written risk assessments must cover all elements of the programme (I14.A). They should be current, 
and prepared by someone with an appropriate level of competence and experience (I14.B), and must 
include: 
 
• all activities, including possible activities, and contingency plans (I14.C) 
 
• route choices (I14.D) 
 
• transport (I14.E) 
 
• accommodation, including suitability, security, safety precautions, and emergency evacuation 

(I14.F) 
 
• rest and relaxation periods (I14.G) 
 
• emergency procedures and evacuation (I14.H) 
 
• any other areas where a known significant hazard exists (I14.I) 
 
• culture: including food/drink, local customs, religion, expected behaviour/dress, gender 

issues, sanitary arrangements, corruption, political stability, local financial information (I14.J) 
 

Generic risk assessments should be available from the Provider at an early stage in the planning 
process, and prior to the School / Centre and parents making a commitment to the venture (I14.K). 

 

In the final stages of planning, the generic risk assessments should be supplemented where 
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appropriate with Specific Risk Assessment (I14.L). This final risk assessment process is the 
responsibility of the Expedition Leader, following liaison with the School Leader (I14.M). It must take 
place before the commencement of the expedition, but by definition can only take place when: 
 
• training sessions have been completed (I14.N) 
 
• the Expedition Leader has been appointed and has worked with the group (I14.O) 
 
• the medical information of participants is known (I14.P) 
 
• participants’ fitness levels, etc have been assessed (I14.Q) 
 
• other relevant information about participants is known (eg swimming ability) (I14.R) 
 
• the current situation in the country to be visited is known (eg political, etc) (I14.S) 

 

Where young people are required to make decisions (eg. regarding accommodation, transport, 
guides, etc.) all risk assessments must have been carried out in advance by the Provider, although 
this may be unknown to young people (I14.T). (The journey into the unknown should only apply to 
young people, not to staff).  
 

Ongoing Risk Assessment:  
Risks must be monitored throughout the visit and where appropriate activities modified or curtailed 
to suit changed or changing circumstances (I14.U). The responsibility for this rests primarily with 
whoever has the duty of care of the participants at the time. In the majority of instances, including 
where technical issues are concerned, this will usually be the responsibility of the Expedition Leader 
(I14.V).   See also Section I17: Leader Competencies. 

 

I15 External Reports & Post-Expedition Reports 
DfES Health and Safety of Young people on Educational Visits (Part 1 Supplement, 2002, para 56) 
states: ‘Contractors should also provide details of any independent, inspection-based external 
verification’. If available such details should be forwarded by the Provider to the School / Centre 
prior to the School / Centre making a commitment to the venture (I15.A).  

 

The School Leader should request sight of any post-expedition reports from similar expeditions 
(I15.B), and where possible the Provider should make those considered to be most suitable available 
to the School / Centre (I15.C).  

 

I16 Preparation of Young people & Fitness 
Unless the nature of the visit suggests otherwise, a training and induction programme (for 
example, including hill walking and carrying packs) should be planned for all participants including 
staff, and monitored jointly between the Provider and the School Leader (I16.A) to identify and 
improve: 
 
• appropriate levels of fitness for the expedition (I16.B) 
 
• group dynamics and team work (I16.C) 
 
• personal confidence in the skills required (I16.D) 
 
• risk assessment and risk management awareness (I16.E) 
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There must be sufficient flexibility within the expedition programme to allow for variations in final 
fitness levels (I16.F). 

 

I17 Leader Competencies 
It is essential that the technical and pastoral aspects of the expedition leadership are understood  
(I17.A): 
 
• Technical competence  To plan, lead and manage activities undertaken in an active, 

on-going risk management context. This is normally the Provider’s Expedition Leader. This 
person would have the level of experience and qualifications outlined in the ‘Expedition 
Leader Matrix’ (I17.B). 

 
• Pastoral competence  To manage the care, welfare and experience of young people 

successfully according to their age, experience and needs. This is normally the School Leader. 
This person would have a nationally recognised qualification: teacher or youth worker for 
example (I17.C).  

 

Just as pastoral competence is developed through positive experience, technical competence must 
be complemented by the experience of making active judgements / risk assessments in realistic 
contexts, gaining and developing the leader’s experience (I17.D). The LEA recognises the importance 
of this process. 

 

In all but technical decisions relating to the welfare of the group, it is normally the (pastoral) 
School Leader who has the final say (I17.E) for example: 
 
• the (technical) Expedition Leader may decide the group is not able to go on and explain their 

reasoning. The (pastoral) School Leader may ask for and challenge their reasons, but would 
not override any such technical decisions (I17.F) 

 
• the (pastoral) School Leader may ask for an activity to stop, or request a rest or an 

alternative where their greater knowledge of the group health and welfare leads them to 
such a decision. The (technical) Expedition Leader may ask or challenge their reasons, but 
would not override any such decisions (unless there was a clear health and safety reason for 
doing so) (I17.G). 

 

Should a leader have both technical and pastoral competence, they need to be very clear about 
their responsibilities (I17.H). Dual competence cannot mean a reduction in ratios, a competent 
assistant would be needed (I17.I). 
 

I18 Liaison with Expedition Leader 
Where the Expedition Leader is external to the group then sufficient time in training must be made 
available for that leader to: 
 
• Become personally acquainted with the young people and their leaders to decide if they can 

work together (I18.A), as well as to formulate aims and expectations (I18.B). 
 
• Make a proper assessment of individual (I18.C), group (I18.D), and assistant leader competences 

(I18.E). 
 

The Expedition Leader should be appointed to the group no less than 4 months (ideally 6 months) 
prior to the expedition (I18.F), and work with the group soon after appointment, ideally as part of 
their training programme (I18.G). 
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I19 Expedition Leader Matrix 
The competence of the (technical) Expedition Leader is probably the single most important factor 
in ensuring a successful and safe expedition (I19.A).  
 
The School / Centre and School Leader are not normally specialist in the area of Overseas 
Expeditions, and as such cannot be expected to have the expertise necessary in order to assess the 
competence of the Provider’s designated Expedition Leader (I19.B). Therefore this section is aimed 
primarily at the Provider (I19.C). 

 

In presenting the matrix of Expedition Leader competencies, its principles need to be understood. 
The matrix focuses on expeditions on foot. Where the matrix does not cover the exact terrain, 
activity or circumstances, the below principles must be applied (I19.D). 

 

The basic principles are that: 
 
• the Expedition Leader should be able to demonstrate an appropriate level of competence, in 

line with current good practice (I19.E).  
 
• there should be evidence of that competence through an assessment or judgement, made by 

a person of sufficient status, qualification and/or experience to make that judgement, and be 
recognised as being able to do so (I19.F). 

 

Two principal routes are taken in this matrix: 
 

1. Recognised qualifications PLUS additional experience and local knowledge. The matrix 
accepts and promotes the value of a base line of technical competence given by a national 
governing body award such as a mountain qualification (I19.G). It also accepts that in these 
contexts this is insufficient without additional experience of the activities in the region 
concerned (I19.H), and the need for essential local knowledge (I19.I). These elements need to be 
seen as complementary requirements. 

 

2. Where there is no recognised qualification (in the specific terrain, region, or culture) then it is 
most important that the principals are applied as realistically as possible (I19.J). 

 
• Where is the evidence of current good practice/competency? For example, the person should 

be an expeditioner known to recognised expedition groups or major agencies. Their 
competence would have been evidenced by others able to make a judgement. (I19.K) 

 
• The person(s) making the judgement would need to be nationally recognised or recognised 

by others of such a standing; or part of an organisation that has such a clearly recognisable 
standing (I19.L). In the absence of the moderation of an award, this person should be external 
to the expedition group or company concerned (I19.M). (Applying the principles in this way 
allow for a realistic comparison to the first route in terms of the consistency of judgements 
made). 

 
If the Provider is unable to meet the above criteria relating to the competence of the 
Expedition Leader then this must be discussed with the Outdoor Education Adviser, and 
resolved, prior to the Provider entering into a contract with the School / Centre (I19.N). 

 



 

Table Ii Expedition Leader Matrix 
 

Activity Terrain Expedition Leader  
qualification 

Expedition Assistant 
Leader qualification 

Additional 
Experience 

Essential local knowledge 

Day Treks and 
Trekking to fixed 
or mobile camps 

Walking terrain in summer 
conditions 
 

 
 

Mountain Leader (ML) 
Award (Summer)  
 

Assessed competence 
in this terrain eg ML 
(Summer) training 
where assessment of 
competence available 
or Walking Group 
Leader (assessed) 

journeying or 
expeditioning in the 
region concerned 

Day Treks and 
Trekking to fixed 
or mobile camps 

Scrambling Terrain requiring the 
use of ropes or fixed cables; in 
summer conditions 
 

Mountaineering 
Instructor Award (MIA) 
 

MIA training  
or ML (Summer) plus 
SPA 

journeying or 
expeditioning and 
scrambling in the 
region concerned 

Day Treks and 
Trekking to fixed 
or mobile camps 

Walking terrain above the snow 
line (non glacial) 
 
 

ML (Winter) or 
European Mountain 
Leader (EML) Award 
where a winter 
component has been 
assessed 

ML Winter training 
EML training with 
winter component 

journeying or 
expeditioning in the 
region concerned 

Day Treks and 
Trekking to fixed 
or mobile camps 

Scrambling Terrain requiring the 
use of ropes or fixed cables 
including snow and ice conditions 
(non glacial) 

Mountaineering 
Instructor Certificate 
(MIC) 
 

MIA with Winter ML good awareness of the 
region and its 
scrambling routes 

Day Treks and 
Trekking to fixed 
or mobile camps 

Mountaineering requiring the use 
of ropes or fixed cables including 
glaciated snow and ice 

UIAA Mountain Guide 
 

MIC good awareness of the 
region and its 
mountaineering routes 

Day Treks and 
Trekking to fixed 
or mobile camps 

Jungle travel Suitable MoD 
qualification or specific 
evidence of 
competence 

Suitable MoD 
qualification or specific 
evidence of 
competence 

journeying or 
expeditioning in the 
region concerned 

∗ the availability and efficiency of: 
- transport systems 
- medical facilities 
- emergency support 
- guides 
- accommodation 
 
∗ local culture: 
- advantages/issues 
- crime 
- gender 
- religions 

 

Important note: Jungle travel 

In order to obtain an equivalent to 
the ‘assessed competence’ in other 
activities, an MoD qualification or 
similar endorsement would be 
required from a recognised source, 
which in turn would need to be 
able to provide evidence of their 
ability and experience to make 
such an assessment. (This could be 
true of other journeying, eg arctic 
travel.) 
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I20 First Aid Competencies 
The Expedition Leader must hold as a minimum a 16 hour (assessed) First Aid Award issued by an 
HSE approved Training Organisation (I20.A). Where appropriate, the Expedition Leader should also 
have competency in ‘remote’ First Aid (I20.B), and knowledge of First Aid relevant to the 
environment(s) to be visited (I20.C).  

 

The School Leader should hold a First Aid qualification and any supporting School / Centre staff 
should, as a minimum, possess ‘a good working knowledge’ of First Aid (I20.D). 

 

I21 Ratios 
Ratios will vary considerably, based on risk assessments in the particular environment and if the 
Technical/Pastoral roles are split (I21.A). The major considerations are: 
 
• A minimum of two leaders (see Technical/Pastoral comments) at all times, at least one of 

whom must be from the School / Centre (I21.B)  
 
• A staff/student ratio in line with current good practice for similar expeditions, taking into 

account all variables, e.g. route, participants, possible weather conditions, Plan B, emergency 
procedures, competence of staff, equipment, etc.  (I21.C) 

 
• A balance of gender to reflect the group (I21.D). 

 

I22 Emergency Communications 
The Provider must use the most suitable emergency communication system that is active in the 
region(s) to be visited (I22.A). Where mobile or satellite phones are known to operate in a region then 
this is the preferred choice (I22.B). In remote locations, where there is only partial phone coverage, 
then this must be supplemented by another form of emergency communication, such as radio net 
and runner (I22.C). 

 

I23 Emergency Procedures and Evacuation 
Written and agreed emergency procedures and contingency plans should be fully understood by all 
involved in the expedition (I23.A). It is the responsibility of the Expedition Leader and Provider to 
ensure that appropriate emergency and evacuation procedures are in place (I23.B). As part of this, it 
is essential: 
 
• to have an accurate knowledge of the scope and limitations of the rescue services before 

making a decision on the viability of an area or specific route and its suitability for the group 
concerned (I23.C). 

 
• to understand the full implications of any individual or group evacuation if an incident or 

injury occurs (I23.D). The evacuation of a student will require an accompanying teacher (I23.E), 
which has implications for the remaining group.  

 
• that in the risk assessment of an area or route that the rescue and evacuation procedures are 

fully considered (I23.F). Where a life-threatening injury or illness could not be evacuated with 
some efficiency and effectiveness, then the area is inappropriate (I23.G). 

 
• that the assistant leader’s competence should be sufficient to successfully apply the 
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emergency or incident management strategies should the leader become incapacitated (I23.H). 
 

I25 Swimming 
Prior to swimming activities taking place, there must be clarity as to whether the overall 
responsibility for the activ ity rests with the School / Centre or the Provider (I25.A). This cannot be a 
shared responsibility (I25.B).  
 
• If the responsibility for swimming rests with the Provider, then the Expedition Leader 

must ensure that the chosen venue is suitable, and that an appropriate level of supervision, 
including lifeguarding, exists (I25.C). 

 
• If the responsibility for swimming rests with the School / Centre, then the activity 

may only take place if either: 
 
a) the activity takes place at an appropriately lifeguarded swimming pool (I25.D), or 
 
b) the member of School / Centre staff supervising the activity has been specifically approved 

by the Outdoor Education Adviser in advance (see Section M LEA approval procedures).  
 

I26 Other Adventurous Activities 
The Expedition Leader is responsible for all adventurous activities (I26.A), unless a member of School 
/ Centre staff has been specifically approved by the Outdoor Education Adviser in advance (see 
Section M LEA approval procedures). 

 

I27 Acute Mountain Sickness & use of Diamox 
Acute mountain sickness (AMS) is caused by reduced oxygen pressure and hence reduced amounts 
of oxygen in the blood (hypoxia). AMS is a failure of acclimatisation to high altitude (above 2,500m) 
and mainly occurs in those who ascend too high, too fast.  The symptoms of AMS include 
headache, loss of appetite, nausea, difficulty sleeping and dizziness.  Rarely (approximately 1-2% of 
those who ascend to 4,500m) AMS may progress to potentially fatal forms – high altitude 
pulmonary oedema (HAPE) and high altitude cerebra l oedema (HACE).  The treatment of all forms 
of altitude related illness is to increase oxygenation of the body tissues by descending to a lower 
elevation where there is a higher partial pressure of oxygen. (I27.A). 

 
Prevention of AMS 
Acclimatisation is best achieved by a slow ascent, allowing the body to adjust before further ascent 
(I27.B).  Current guidelines suggest that above 3,000m sleeping altitudes should be increased by 300-
600m per day, with a rest day for every 1,000m of elevation gained (I27.C).  Slower ascent may be 
necessary for some individuals, but others may be able to ascend much faster without symptoms of 
AMS (I27.D).  A flexible itinerary is important to allow days of rest without further ascent if needed 
(I27.E). 

 

The LEA does not support expeditions that do not comply with the above guidance on the 
prevention of Acute Mountain Sickness (I27.F).  

 
Acetazolamide (eg Diamox) may only be used for prophylaxis against mountain sickness where this 
has been approved by an appropriate medical officer (I27.G).   
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Additional guidance is contained within the following (I27.H): 
 

Barry PW, Pollard AJ. Clinical Review: Altitude Illness. British Medical Journal 2003; 326: 915-19 
 

Pollard AJ, Murdoch DR.  The High Altititude Medicine Handbook 3rd Edition.  Abingdon: Radcliffe 
Medical Press, 2003.  

 
Ward MP, Milledge JS, West JB. High Altitude Medicine and Physiology 3rd Edition London, Arnold, 
2000. 

 

I28 Remote Supervision 
It is assumed that the young people will be directly supervised throughout their expedit ion (I28.A). 
Should the aim of the expedition include more self -reliant activity, the decision to move to indirect 
supervision must only be made on observed evidence of the competence of the whole group (I28.B), 
and is the responsibility of the Expedition Leader, following liaison with the School Leader (I28.C).  

 

Indirect supervision still requires considerable monitoring, and the capacity to intervene quickly and 
directly (I28.D). 

 

Any remote working where the group, or part of the group, does not have quick and direct access 
to the Expedition Leader or School Leader is inappropriate for this type of expeditioning and should 
not occur (I28.E). 

 

I29 The Use of Guides 
The ultimate responsibility for the selection and use of guides rests with the Provider / Expedition 
Leader, even though the young people and School Leader may be involved in the process (I29.A). 

 

If the use of guides is to be considered as a part of the leader competency in that they supply some 
local knowledge, then the following questions must be asked as far as is practical:  
 
• Where is the evidence of current good practice/competency of the actual guides to be used? 

(I29.B) 
 
• Are they a recognised company or individual guide? (I29.C) Have they been used before and to 

what effect? (I29.D) Evidence would need to be collected, in particular where there is no 
recognised guiding system (I29.E).  

 
• Guides are normally employed for specific route-finding and technical knowledge, and 

should not have any direct pastoral responsibility (I29.F). 
 
• It needs to be remembered that a good guide can complement the Expedition Leader, but 

must not replace the Expedition Leader (I29.G). 
 
• Where there is not good evidence of their competence, then the Expedition Leader should 

have sufficient experience and local knowledge to manage without a guide (I29.H). This must be 
considered before routes are agreed (I29.I). 

 
• Where an additional risk assessment is required to manage changing circumstances such as 

weather, fitness, injury, local conditions, etc. the Expedition Leader must satisfy him/herself 
that the guide and local information are of sufficient quality for them to go ahead (I29.J), or the 
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Expedition Leader must use an already planned contingency alternative (I29.K). 
 

I30 The Use of Porters 
Where the length of the expedition requires porters to support the carrying of equipment, the 
Expedition Leader must ensure that sufficient numbers are available (I30.A). 

 

The experience and fitness of the young people allied to the demands of the terrain, environment 
and weather should determine the weight of the pack or load they can carry (I30.B). 

 

I31 Child Protection 
Written child protection procedures should be available and evidence of policies in action, eg. 
Criminal Records Bureau (enhanced disclosure) / List 99 / male-female leader ratios for mixed 
groups / accommodation / camp security (I31.A). Other individuals joining the group in-country who 
have not been CRB checked must not have direct unsupervised contact with young people (I31.B). 

 

I32 Environmental Issues 
The Provider should be able to illustrate the known impact of their own and other groups in the 
same area, ie number of expeditions, expedition ‘overload’ (I32.A). The Young Explorers Trust 
‘Environmental Responsibility for Expeditions’ and ‘Safe and Responsible Expeditions’ is 
recommended guidance (see www.theyet.org ) (I32.B) 
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List of Overseas Expedition Providers 
 
The LEA does not approve or recommend Providers.  
 
This list has been compiled in order to save research time for Schools / Centres. It comprises 
Providers who are known to offer Overseas Expeditions to Schools / Centres. It is emphasised that 
this list is not a recommendation, and that there may be several other suitable Providers who are 
unknown to the LEA and therefore not listed. The Providers below are listed in alphabetical order. 

 

Usually school groups 
 

Adventure Works 
The Foundry Studios, 45 Mowbray Street, Sheffield, S3 8EN 
( 0845 345 8850   
www.adventureworks.co.uk   info@adventureworks.co.uk    

 
Adventure Lifesigns 

 

Tournai Hall, Evelyn Woods Road, Aldershot, GU11 2LL 
( 01252 326555 
info@adventurelifesigns.co.uk  

Brathay Exploration 
Group 

Brathay Hall, Ambleside, Cumbria, LA22 0HP  
( 015394 33942 
admin@brathayexploration.org.uk   www.brathayexploration.org.uk  

Camre Cymru / Outlook 
Expeditions 

Outlook Development Centre, Deiniolen, Llanberis, Gwynedd, LL55 3NF  
( 01286 871888 
www.outlookexpeditions.com    info@outlookexpeditions.com  

Expedition Company 
PO Box 17, Wiveliscombe, Taunton, Somerset, TA4 2YL 
( 01984 624780 
info@expedition.co.uk   www.expedition.co.uk  

Far Frontiers 
The Pound, Ampney Crucis, Glos., GL7 5SA 
( 01285 850926 
info@farfrontiers.com   www.farfrontiers.com  

Freewill Outdoor 
Pursuits 

c/o Morrison’s Academy, Crieff, Perthshire, PH7 3AN 
( 01764 650240 / 653886 
info@freewilloutdoorpursuits.com    www.freewilloutdoorpursuits.com 

Fulcrum Challenge 
Unit 7, Luccombe Business centre, Milton Abbas, Dorset, DT11 0BD 
(01258 881399 
office@fulcrum-challenge.org   www.fulcrum-challenge.org  

Himalayan Kingdoms 
18 Market Street, Wotton-Under-Edge, Glos., GL12 7AE 
( 01453 844400 
info@himalayankingdoms.com   www.himalayankingdoms.com  

KE Adventure 
32 Lake Road, Keswick, Cumbria, CA12 5DQ 
( 01768 773966 
info@keadventure.co.uk   www.keadventure.com  

Outlook Expeditions / 
Camre Cymru 

Outlook Development Centre, Deiniolen, Llanberis, Gwynedd, LL55 3NF  
( 01286 871888 
www.outlookexpeditions.com    info@outlookexpeditions.com  

Outposts Ltd. 
Lydeard Farm, Broomfield, Bridgwater, Somerset, TA5 2EG 
( 01823 451959 
info@outposts.co.uk   www.outposts.co.uk  

Outward Bound Trust 
Outward Bound Trust, Hackthorpe Hall, Hackthorpe, Penrith, CA10 2BR 
( 0870 5134227 
enquiries@outwardbound-uk.org   www.outwardbound-uk.org  
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Sabre Adventures 
Bettencourt House, 276 Horton Road, Datchet, Berks. SL3 9HN 
( 01753 585123 
www.sabreadventures.co.uk   enquiries@sabreadventures.co.uk  

Spirit of Adventure 
Powdermills, Princetown, Yelverton, Devon, PL20 6SP 
( 01822 880277 
www.spirit-of-adventure.com   martin@spirit-of-adventure.com  

Wilderness Expertise 
The Octagon, Wellington College, Crowthorne, Berks, RG45 7PU 
( 01344 774430  
info@wilderness-expertise.co.uk   www.wilderness-expertise.co.uk 

Wind, Sand & Stars 
6 Tyndale Terrace, London, N1 2AT 
( 020 7359 7551 
office@windsandstars.co.uk    www.windsandstars.co.uk  

World Challenge 
Black Arrow House, 2 Chandos Road, London, NW10 6NF 
( 020 8728 7200 
welcome@world-challenge.co.uk   www.world-challenge.co.uk  

Worldwide Youth & 
Student Group 

Home Farm, 1 Richmond Street, Kings Sutton, Oxon, OX17 3RS 
( 01295 756245 
groups@trekamerica.co.uk   www.AmeriCanAdventures.com  

 
 

Not usually school groups 
 

Adventure Alternative 
8 Paragon Street, Ramsgate, Kent, CT11 9JZ 
( 01843 593672 
office@adventurealternative.com   www.adventurealternative.com  

BSES Expeditions 
- at Royal Geographical Society, 1 Kensington Gore, London SW7 2AR 
( 020 7591 3141 
info@bses.org.uk   www.bses.org.uk  

Classic Journeys 
33 High Street, Tibshelf, Derbyshire, DE55 5NX 
( 01773 873497 
info@classicjourneys.co.uk   www.classicjourneys.co.uk  

EWP 
Haulfryn, Cilycwm, Wales, SA20 0SP 
( 01550 721319 
ewp@ewpnet.com   www.ewpnet.com  

Footloose 
3 Springs Pavement, Ilkley, West Yorks, LS29 8HD 
( 01943 604070 
footrv@globalnet.co.uk   www.footlooseadventure.co.uk  

High Places 
Globe Centre, Penistone Road, Sheffield, S6 3AE 
( 0114 275 7500 
treks@highplaces.co.uk   www.highplaces.co.uk  

Journey Latin America 
12/13 Heathfield Terrace, London, W4 4JE 
( 020 8747 8612 
tours@journeylatinamerica.co.uk   www.journeylatinamerica.co.uk  

Raleigh International 
Raleigh International, 27 Parsons Green Lane, London, SW6 4HZ 
( 020 7371 8585 
info@raleigh.org.uk   www.raleigh.org.uk  

Walks Worldwide 
Kings Arm Building, 15 Main Street, High Bentham, Lancs., LA2 7LG 
( 01524 262255 
info@walksworldwide.com   www.walksworldwide.com  

World Expeditions  
2 Northfields Prospect, Putney Bridge Rd, London, SW18 1PE 
( 020 8870 2600 
enquiries@worldexpeditions.co.uk   www.worldexpeditions.co.uk  
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4th World Expeditions 
The Barn, Upper Goddards Farm, Skirmett, Oxon, RG9 6TB 
( 08465 130048 
info@4thworldadventure.com   www.4thworldadventure.com  

 
 

Gap Year Organisations 
 

African Conservation 
Experience  

PO Box 28, Ottery St Mary, Devon, EX11  1ZN 
( 0870 241 5816 
info@ConservationAfrica.net   www.ConservationAfrica.net   

Coral Cay Conservation 
The Tower, 13th Floor, 125 High Street, London, SW19 2JG 
( 0870 750 0667 
info@coralcay.org   www.coralcay.org   

GAP Activity Projects 
44 Queens Road, Reading, Berkshire, RG1 4BB 
( 0118 959 4914 
education@gap.org.uk   www.gap.org.uk  

Greenforce 
11-15 Betterton Street, London, WC2H 9BP 
( 0870 770 2646 
info@greenforce.org   www.greenforce.org  

Project Trust 
The Hebridean Centre, Isle of Coll, Argyll, PA78 6TE 
( 020 7796 1170 
info@projecttrust.org.uk   www.projecttrust.org.uk  

Trekforce Expeditions 
34 Buckingham Palace Rd, London, SW1W 0RE  
( 020 7828 2275  
info@trekforce.org.uk   www.trekforce.org.uk  

Quest Overseas 
North-West Stables, Borde Hill Estate, Haywards Heath, RH16 IHP 
( 01444 474744 
emailingyou@questoverseas.com   www.questoverseas.com  

Venture Co 
The Ironyard, 64-66 The Market Place, Warwick, CV34 4SD 
( 01926 411122 
mail@ventureco-worldwide.com   www.ventureco-worldwide.com  

 

Charity / fundraising 
 

Across the Divide 
Jubilee House, Fore St., Thorncombe, Chard, Somerset, TA20 4PP 
( 01460 31456 
events@atd-expedition.co.uk   www.atdexp.com  

Discover Adventure 
Throope Down House, Blandford Rd, Coombe Bissett, Salisbury, P5 4LN 
( 01722 718444 
info@discoveradventure.com   www.discoveradventure.com  

 

Other organisations 
 

Expedition Advisory 
Centre  

Royal Geographical Society, 1 Kensington Gore, London SW7 2AR 
( 020 7591 3031 
eac@rgs.org  

Young Explorers Trust 
c/o Royal Geographical Society, 1 Kensington Gore, London SW7 2AR 
( 01623 861027 
info@theyet.org   www.theyet.org  
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safety reasons should not become the norm since they would then fall outside the expectations of 
the Award. 
 
Where essential, supervision should:  
 
• be undertaken by an appropriately qualified person;  
• be restricted to those parts of the route which are outside the technical experience of   the 

group e.g. on or adjacent to sharp ridges or very steep ground; 
• be of an absolute minimum and provided only to ensure the safety of group members; 
• be discreetly done by 'shadowing', normally in visual contact but close enough to intervene if 

safety requires. 
 

J46 Altitude 
 

Altitude in the UK is not, of itself, a major factor (subject always to consideration of prevailing and 
forecast weather). D of E advice is that routes "which involve more than 600 metres of ascent in a 
day should be viewed with suspicion". If applied, this advice will usually imply maximum height 
limitations. 
 

J47 Selection, notification and approval of routes 
 

Route selection should always be by the group members against criteria based on the above 
expectations. Leaders must ensure that routes chosen reflect the above criteria. It is important that 
routes should normally first be notified to and approved by the LEA before submission to the Wild 
Country Panel. This will minimise paperwork should amendment be required. Details of LEA 
approval procedures are explained in Section M. 
 
Recognition of the time necessary to do this before submitting forms to the Award Expedition Panel 
should be borne in mind. 
 
The functions and responsibilities of the LEA as an Operating Authority and of the Wild Country 
Panels are quite distinct.  The LEA has responsibility for the safety of participants and the effective 
operation of the Scheme. The Panels maintain no direct responsibility for safety but have such 
functions as, for example, checking that routes meet the minimum requirements of the Award level, 
advising on local access issues, provision of assessment, where required. 

 
Approval for all expeditions should be sought by sending the following direct to the LEA Awards 
Officer; 
 

[LEA Awards officer contact details here] 
 
• a copy of the FMA/contact details form; 
 
• a route card (sample available on the Award website); 
 
• routes at 1:50,000 or 1:25,000 scale (or similar). Such information can be supplied 

electronically or as a printout, photocopy, tracing or transparency. These should show map 
number/s, at least one pair of N-S/E-W numbered gridlines for location purposes, the day 
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number / date of the route shown and, where more than one group is involved, the name or 
number of the group. 

 
• a specific risk assessment for the expedition / activity (refer to Section B2 of this guidance for 

detailed advice on risk assessment) 
 
Plus; 
 
• for expeditions in areas of Wild Country in the UK; a copy of the green Wild Country Panel 

notification form;  
 
• for ventures abroad; a blue form from the Duke of Edinburgh’s Award, Oak House, 12 The 

Bulwark,  Brecon, Powys, LD3 7AD  Tel:01874 623086 
 

J48 Recommended reading 
 
D of E Award Expedition Guide by Wally Keay available from LEA Awards Officer 
 
Remote Supervision Guidance Notes available from Mountain Leader Training England, Siabod 
Cottage, Capel Curig, Conwy LL24 0ET. Tel: 01690 720314  E-mail: info@mlte.org Web: 
www.mlte.org 
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Section K   
  

Use of independent providers 
 

K1 Introduction  
 
There are a large number of providers in the UK and abroad offering a range of adventurous and 
other activities. Turnover of these companies can be high, with many new operators each year.  
Such a situation makes it impossible for the LEA to maintain a register of such organisations.  
 
Many such operators offer services at a very acceptable level but wide variation exists and some are 
very poor indeed. Visit Leaders are strongly advised to apply the following guidance that is relevant 
to all educational use of independent providers. 
 
It is imperative that appropriate checks are made before groups commit themselves to working with 
any external organisation. 
 
Visit Leaders should recognise that they have the primary responsibility, on behalf of their School / 
Centre, for ensuring that any provider to be used can meet acceptable standards in each of the 
following aspects: 
 
• the educational merit of the experience; 
 
• the suitability and safety of domestic arrangements; 
 
• the relationship between teachers/youth workers and any staff provided by the operator; 
 
• the security of money paid to the operator; 
 
• the quality and safety of any adventure activities provided and, in particular, qualifications of 

activity instructors. 
 

K2 Adventure Activities Licensing Regulations, 1996 
 
The above regulations, arising from the Activity Centres (Young Persons' Safety) Act, 1995, were 
introduced in 1996.  In brief, any provider offering, within the UK, any of the licencable activities for 
a fee to young persons under 18 years of age, is legally required to be inspected and licensed by 
the Adventure Activities Licensing Authority (AALA).  Comprehensive details are given in Section L. 
 
Licensable activities are: 
 
• trekking - foot, cycle, horse or off-piste skiing in remote or high country; 
 
• climbing - climbing, traversing, abseiling, scrambling except on purpose-designed walls or 

towers; 
 
• watersports - canoeing, sailing, rafting and related activities undertaken on "specified waters"; 
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• caving - underground exploration in natural caves and mines, excluding show caves and 

mines open to the public. 
 
Visit leaders are required to ascertain: 
 
• whether a provider is legally required to hold a licence for the activities offered before any 

financial commitment is made and, if so, 
 
• that the provider holds a current licence.  
 

K3 Preliminary questions to the provider 
 
It is essential that initial assurances are sought from the prospective provider before financial or 
other commitment to the venture.  The issues in the Independent Providers Questionnaire 
(Appendix 10) should form the basis of such enquiries.  Bookings should only be made 
following the receipt of a satisfactorily completed Independent Providers' 
Questionnaire. 
 
The visit leader or teacher / youth worker has ultimate responsibility for young people, even when 
the group is under instruction by the provider's staff.  The provider is responsible for the safe 
operation of the activity. 
 
It is particularly important to ensure that clear arrangements are in place for the effective hand-
over of young people from the teacher/youth worker to the activity instructor and vice versa. 
 
Where the Company additionally offers personal accident cover, the suitability of such cover should 
be checked.   
 
K4 Who is responsible for carrying out risk assessment? 
 
This must be agreed in advance through communication between the visit leader and independent 
provider. The visit leader must clarify what activities / services the provider will take responsibility 
for during the visit and what the visit leader and his/her staff will be responsible for (eg transport to 
and from the venue, supervision of young people outwith activity sessions and overnight). The visit 
leader must ensure they complete a risk assessment for the areas they have responsibility for. See 
Section 2 for more detailed guidance on risk assessment.  
 
Visit leaders should seek written confirmation from the provider (using Appendix 10 Independent 
providers questionnaire) that the provider has risk assessments in place for the activities / services 
they will provide. There is no need to obtain copies of these risk assessments – written 
confirmation is sufficient. 
 
K5 Making a ‘contract’ with the provider 
 
Please ensure that the guidance given in Section C is followed before signing any booking form or 
contract with an external provider. 
 
For visits or activities that require LEA approval / notification, Visit leaders should ensure this is 
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arranged at least 28 days before the visit is due to take place  (see Section M for details of LEA 
approval / notification procedures).  
 
The final decision to proceed with the visit, based on all available information and advice, is the 
responsibility of the Head and Governing Body. 
 

K6 Providers based abroad 
 
If using an operator based abroad, visit leaders should be aware that the Package Travel 
regulations (see Section C) are based on an EEC Directive that applies to all countries of the 
European Economic Area.  Visit leaders must seek verification that the operator satisfies the 
relevant national legislation implementing the Directive. 

 
Visit leaders wishing to use an Overseas Expedition provider should follow the detailed guidance set 
out in Section I Overseas Expeditions. 
 
Visit leaders must be particularly careful to ensure that appropriate financial protection 
arrangements are in place (see Section C) and that the activity qualifications of any instructors 
provided are to the relevant national awards of the country visited. 
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Section L  
 

The Adventure Activities  
Licensing Regulations,1996 

 
L1 Introduction 

 
These Regulations were passed under the Activity Centres (Young Persons’ Safety) Act 1995 and 
introduce a licensing scheme for ‘adventure activity’ providers.  The regulations have important 
implications for all those who plan, organise, lead or provide certain adventure activities. 
 
L2 The Licensing Authority 

 
Under the 1995 Act a Licensing Authority was established.  The present Regulations set out the 
legal framework within which the Licensing Authority must work.  The Licensing Authority has to 
consider applications for licences from providers, carry out an inspection, and decide whether to 
grant a licence.  Conditions may be attached, such as restrictions on activities and the duration of 
the licence, and there is also the power to revoke a licence.  The governing legislation is the Health 
and Safety at Work Act 1974, as updated, and the emphasis is on the evaluation of the provider’s 
risk assessment and management when considering an application.  Such aspects as instructor 
qualifications and experience, supervision ratios for parties, first aid and emergency policies and 
procedures, accident records, and the equipment and facilities of providers, are all taken into 
account.  There is an inspection cycle and a licence renewal system at expiry, as well as a 
complaints system. 
 

L3 Activities covered by the Regulations 
 
The following activities are within the scope of the Regulations: 
 

CLIMBING WATERSPORTS TREKKING CAVING 
Rock climbing Canoeing Mountaineering Caving 
Abseiling Kayaking Hill walking Potholing 
Gorge walking Dragon boating Fell running Mine exploration 
Gorge walking White water rafting Orienteering  
Ice climbing Sailing Pony trekking  

 Sailboarding Off road cycling  
 Windsurfing Off piste skiing  
 Wave skiing   
 Improvised rafting   

 
These activities are subject to detailed definition in the Regulations, which should be consulted 
directly in cases of doubt.   Some activities within the above table can be exempt given certain 
conditions, artificial abseil towers and climbing walls for example. In their publication ‘Guidance on 
Regulations to the Licensing Authority’ the Health and Safety Commission provide further details as 
to the hazard levels within each of these activities, and the corresponding qualifications required of 
group instruct/leader and the technical expert advice available to the provider. 
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The Act only applies to activities within Great Britain, however reputable UK providers will operate 
to similar standards where they provide activities in other countries. 
 

L4 Which providers need a licence? 
 

Anyone who provides adventure activities within the scope of the scheme in return for payment 
(which does not have to be aimed at profit making) must have a licence and abide by its conditions.  
The scheme applies to all who sell adventure activities to Schools / Centres and to the public for 
young people under 18.  This can include both commercial and voluntary bodies.  So a School / 
Centre needs to check whether any provider it is using for regulated activities is licensed for those 
activities.  A provider can be an individual, a group, a company, a local authority, a school, a 
service, a society, trust, partnership, or club.  

 
Schools do not need a licence for provision to young people who are currently at the school but 
would be expected to apply the same standards of leadership, management and care as are 
required for licensable organisations. Schools do need a licence for provision to young people of 
another school, or to other members of the public, for activities covered by the Regulations.  This 
includes the Duke of Edinburgh Award when ex-pupils take part or young people from another 
school or other under-18 year olds are also provided for.   

 
Outdoor Education Centres run by LEAs are required to have a licence for any activities covered by 
the Regulations. The Youth Service needs a licence if, for example, it is a direct provider of Duke of 
Edinburgh Award expeditions to independent young people not in school or from various schools.  

 
A Youth Centre is regarded by the DfES as a ‘voluntary association’ for purposes of the Regulations 
and as such would not need a licence for regulated activities unless it provides for non-members. 
The Armed Forces can be providers but have Crown immunity from the Regulations. 

 
A full list of current AALA licence holders together with useful advice for providers and clients is 
available at http://www.aala.org.uk 
 

L5 Implications 
 
Activity organisers: 
 
• must comply with LEA safety requirements as set out in this guidance. 
 
• must ensure that they do not offer defined activities in return for payment to anyone under 

18, except to their own members, unless they are either licensed or are using a provider who 
is licensed for the activities on offer.  To do so is a criminal offence. 

 
• should understand that the term 'payment' is construed as being any financial transaction 

between the parties, even where the instruction or leadership is nominally free but would not 
be available to anyone who has not paid for transport, accommodation, catering or some 
other part of the provider's package. 

 
• must avoid using any provider of licensable activities unless they hold a licence from the 
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Licensing Authority and can provide a licence number.  It is strongly recommended that this 
be checked on the AALA website http://www.aala.org.uk or by contacting the Adventure 
Activities Licensing Authority, 44 Lambourne Crescent, Cardiff Business Park, Llanishen, 
Cardiff CF14 5GG.  Telephone 02920 755 715. e: info@aala.org.uk  

 
• should recognise that the licence held by a provider will only apply to specified activities from 

those detailed above.  In other words, a provider can be licensed for one or more of these 
activities and can only offer those licencable activities that are specified on the licence.  Most 
providers offer an additional range of activities which are outside the scope of the Licensing 
Regulations and for which they do not, therefore, need a licence. 

 
• should recognise that most 'adventure activities', whether falling into the licensable category 

or not, should only be provided by individuals who are appropriately qualified and experienced 
in the activity in question. 

 
• should note that the employment of unlicensed, freelance activity instructors as supply 

teachers to provide licensable activities to young people is legal, providing the School / Centre 
meets the normal regulations for employing teachers and other staff.  Schools / Centres 
should ensure that any such staff are appropriately qualified, are police-checked where 
necessary and provide instruction only to young people at the employing School / Centre. 

 
L6 General 
 
A copy of the full regulations (Guidance to the Licensing Authority on the Adventure Activity 
Licensing Regulations, 1996) can be obtained from HSE Books, PO Box 1999, Sudbury, Suffolk  
CO10 6FS.  Telephone 01787 881165. 
 
For further advice or clarification, please contact AALA on 02920 755 715 or the Outdoor Education 
Adviser. 
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Section M 

Visit approval / notification procedures 
 

Table Mi. Locations that require lea approval / notification 
Important note: classification of locations is subjective. Any visit leader unsure of whether or not a location requires LEA approval should 
seek the advice of the Outdoor Education Adviser. 

Location Definition Approval / notification procedure 
 
 
Normal  
countryside 

Areas; 
• which have clearly recognised boundaries such as fences or walls which help to 

prevent visitors from straying into remote or hazardous terrain; 
• which are close to vehicle access.  This must be less than 30 minutes walking time 

(allowing for uphill sections) of any part of the route for any of the group; 
• where there will be no contact with significant environmental hazards (in either a 

planned or unplanned situation) e.g. cliffs, precipitous slopes, rivers and river gorges, 
bogs, sections of coast exposed to ocean swell, areas exposed to rapid flooding.  

 
LEA approval or notification NOT 
required. 
 
Approval by Head or EVC required.  
 

 
 
Open, remote 
or  
demanding  
environments 

Areas in which the group could come into contact with significant hazards presented by 
any of the following; 
• the environment e.g. cliffs, precipitous slopes, rivers and river gorges, bogs, sections 

of  coast exposed to ocean swell, areas exposed to rapid flooding. 
• remoteness from help i.e. any venue which is more than 30 minutes walking time 

(allowing for uphill sections) from vehicular access on any part of the route for any of 
the group. 

• difficult escape i.e. locations where groups could be trapped e.g. by rising water 
levels, where specialist techniques would be required to evacuate a casualty  

• exposure to severe weather; 
• open areas where navigation skills may be required to avoid natural hazards including 

straying into more remote or hazardous areas. 

 
Initial approval by Head or EVC required 
prior to seeking LEA approval. 
 
 

On, in or near 
hazardous 
water 

Any activity which takes place on, in or near hazardous water (other than life guarded 
swimming pools);  

• where there is a significant risk of falling in or; 
• where entry into water is planned. 

Initial approval by Head or EVC required 
prior to seeking LEA approval. 

Visits abroad All visits abroad which do not include elements listed in the 2 rows above. Overseas 
expeditions offered by independent providers require LEA approval (see Section I for 
details) 

Initial approval by Head or EVC required 
prior to LEA notification. 





  

  

Table Mii. Activities that require LEA approval 
 
Important note: This list is not exhaustive. New activities are continually developed and 
introduced. Any visit leader unsure of whether or not an activity requires LEA approval should seek 
the advice of the Outdoor Education Adviser. 
 

 

Land Based Activities 
 

Water Based Activities 

All activities (including field study and non-
adventurous activities) taking place in open, 
remote or hazardous environments as defined 
in table Li above 

Any activity which takes place on, in or near 
hazardous water (other than life guarded 
swimming pools) where;  
• there is a significant risk of falling in, or 
• entry into water is planned. 

Rock climbing and abseiling Kayaking and canoeing 
Mountaineering Sailing and windsurfing 
Ice climbing White water rafting 
Gorge or coastal scrambling Waterskiing 
Underground exploration – cave or mine Snorkel and aqualung diving 
Skiing (snow/dry slope) All forms of boating (excluding commercial 

transport) 
Air activities (except commercial flights) Swimming in open water e.g. canals, rivers, 

lakes and sea 
Shooting and archery Improvised rafting 
Horse riding andpony trekking Kite surfing 
Ropes  courses – high Surfing and body boarding 
Indoor climbing walls  
Quad biking / ATV’s  
Orienteering  
Mountain and off road cycling  
Camping  
Paint balling and war games  
Other activities (e.g. problem solving exercises) 
involving skills and risks inherent in any of the 
above activities. 

Other activities (e.g. problem solving exercises) 
involving skills and risks inherent in any of the 
above activities. 

 
 

M1 Internal approval procedures - advice for Schools / Centres 
 
Schools / Centres must adopt a clearly defined procedure for the approval of all visits off the School 
/ Centre site.  
 
It is recognised that whilst the principles of this manual apply to all visits, Schools / Centres should 
adopt the concept of proportionality of approval process surrounding each visit. The processes to 
support a month long foreign expedition should be proportionately different to those for local visits 
and activities undertaken in ‘normal’ lesson time or as part of regular, local extra-curricular 
provision. For example, termly or annual approval may be considered by Heads / EVCs for local 
visits and activities undertaken in ‘normal’ lesson time or as part of regular, local extra-curricular 
provision. 
 
The EVC should monitor compliance with local and LEA guidance by Visit Leaders within the School 
/ Centre. 
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Two options for internal approval are recommended; 
 

1) The on-line planning and approval system www.eduvisits.com. This system leads 
visit leaders through the required planning and approval process. 

 
2) Form EV1 (Appendix 3 of this guidance) along with the checklist in Appendix 2 as an 

aide-memoire for visit planning 
 

LEA approval/notification process 
 

M2 All visits (other than Duke of Edinburgh Award Groups) 
 

Following written approval by the Head/EVC, LEA approval / notification should be arranged. Two 
options for LEA approval / notification exist; 
 

1) Use the on-line planning and approval system www.eduvisits.com This system leads 
visit leaders through the required planning and approval process. 

 
2) Complete and send: 

 
• Forms EV1 and EV2 (Appendix 3 and 4)  
 
• a specific risk assessment for the visit 
 
• any other required supporting documents as detailed in form EV2 

 
to arrive with the Outdoor Education Adviser at least 28 days before the visit. 

 

M3 Duke of Edinburgh Award (DofE) Expedition Groups  
 
Approval for expeditions should be sought at least 28 days before the visit by sending: 
 
• a copy of the FMA/contact details form; 
 
• routes at 1:50,000 or 1:25,000 scale (or similar). Such information can be supplied 

electronically or as a photocopy, a tracing or transparency. These should show map 
number/s, at least one pair of N-S/E-W numbered gridlines for location purposes, the day 
number or date of the part route shown and, where more than one group is involved, the 
name or number of the group. 

 
• a specific risk assessment for the expedition / activity 
 
PLUS; 
 
• for expeditions in areas of Wild Country in the UK; a copy of the green Wild Country Panel 

notification form  
 
• for ventures abroad; a blue form available from the Duke of Edinburgh’s Award, Oak House, 

12 The Bulwark,  Brecon, Powys, LD3 7AD  Tel:01874 623086 
  



 

 

direct to the relevant LEA Duke of Edinburgh Award Officer; 
 

[contact address for local officer here] 
 

M4 Overseas expeditions organised through an independent 
provider 

 
Approval procedures for overseas expeditions are set out in Section I and Appendices 6 and 7 of 
this guidance. 
 
M5 LEA approval decisions 
 
Decisions on approval will be based on satisfactory compliance with the guidance in this document.  
 
Where this is satisfactory, confirmation of approval will be sent to the EVC / Head by e-mail or 
letter. Visits that require LEA approval should not proceed until this approval has been 
given. 
  
Where further information or elements of this guidance have not been applied, approval will be 
withheld until these conditions are met. Confirmation of this decision will be sent to the EVC / Head 
by e-mail. 
 

M6 Series LEA approval 
 
Regular visits to a venue by the same leader, or visits run by appropriately qualified leaders, may 
be given series approval to allow flexibility of venue choice and to minimise administration. Please 
contact the Outdoor Education Adviser for further information. 
 

M7 Record keeping 
 
The Head or EVC should keep an up to date historical record of all educational visits organised by 
the School / Centre (the form in Appendix 18 is provided for this purpose). 
 

M8 LEA leader approval 
   
School / Centre employees who wish to lead in any of the environments or activities for which LEA 
approval is required must be approved as technically competent to lead by the Outdoor Education 
Adviser.  
 
Individuals seeking LEA leader approval should send a completed Form EV3 (Appendix 5) to the 
Outdoor Education Adviser.   
 
It is generally expected that visit leaders should hold the relevant National Governing Body award 
for the activity they intend to lead. Where no NGB award exists, or where leaders wish to apply for 
a site-specific LEA leader award, approval may be given by the Outdoor Education Adviser. The 
decision to approve will be based on an assessment of the applicant’s: 
  
• Personal experience of the activity / venue. 
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• Ability to manage a group at the intended venue / activity.   
 
• Technical activity skills (of a standard comparable to the relevant NGB if one exists). 
 

M8 Monitoring 
 
The LEA may monitor provision of any activity under its health and safety obligations. Such 
monitoring may be by telephone, visit to the School / Centre or by direct observation of the 
activity. 
 
For further advice please contact the Outdoor Education Adviser. 
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