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OUT OF COLLEGE EDUCATIONAL TRIPS, VISITS, ENRICHMENT AND ACTIVITES 
 
INTRODUCTION 

 
This policy is written in line with Kirklees Guidance, The Outdoor Education Advisers’ Panel (OEAP) 
and the DfE Guidance ‘Health and Safety on Educational Visits’.  
 
This policy and the guidance documents are intended to provide information to all those who have a 
responsibility for the management of students taking part in educational visits and extracurricular 
activities.  The information is designed to enable leaders and potential leaders to acquire the 
necessary knowledge, experience and confidence required to lead safe and rewarding trips and 
activities and, where necessary, seek the appropriate further advice. 
 
These guidelines have been designed to provide a framework of good practice in the organisation 
of trips and activities and to identify a means by which they may be safely sustained and developed.  
The need for clear, unambiguous regulations and guidance must be set against the difficulty of 
framing statements to cover all eventualities.  Every effort has been made to ensure that advice is 
relevant to any visit or activity undertaken. 
 
This policy and the guidance documents are appropriate to any occasion where students are 
participating in any activity whilst legally in the care of the College: 
 

• All off-site curriculum activities 

• All off-site extra-curricular activities 

• Situations involving off-site activities arranged by external providers 

• Any adventurous activity where there is a duty of care to students 

• Domestic and International trips 
 
Whilst these guidelines apply to trips and extra-curricular activities, the basic principles of good and 
safe practice outlined also apply when conducting activities on site. 
 
There is no question of any automatic legal liability for any injury sustained by a young person on an 
off-site trip or visit.  When a Party Leader takes a group of students off site they are ‘in loco parentis’ 
and the duty of care expected is that of a careful parent in similar circumstances.  This duty is 
continuous and cannot be delegated. 
 
It is not the purpose of these guidelines to be over bureaucratic however we have a ‘duty of care’ to 
students and staff, and it is incumbent on us to adopt good practice, use our professional judgement 
and be aware of health and safety issues.  The key is to plan appropriately and act proportionately 
to the age and level of responsibility of our students.  There is a risk in everything we do.  Staff and 
students should be aware of the risks and minimise them.  We live in a climate where people resort 
to the law more readily, and we must prepare for that.  Failure to follow guidance could lead to 
disciplinary or legal action. 
 
Should you have any questions, please speak to see the Director of Estates and Operations. 

 
  

https://www.gov.uk/government/publications/health-and-safety-on-educational-visits/health-and-safety-on-educational-visits
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1. ROLES AND RESPONSIBILITIES 
 
The College has a responsibility and a legal duty to ensure that trips and visits are conducted in a 
way that participants and staff are not subjected to unacceptable levels of risk to health and safety.  
Trips and activities should comply with the College’s Health and Safety Policy statement. 

 
The Principal and the Governors must: 

• Be satisfied of the competence (training and experience) of staff undertaking and supervising 
the various activities.   

• Ensure that appropriate training is provided to relevant staff where necessary. 

• Ensure the College has one member of senior staff with the responsibility for Educational 
Visits.  This person will be known as the Educational Visits Co-ordinator (EVC). 

 
The Educational Visits Co-ordinator or their deputy will: 

• Support trip leaders, helping to establish the purpose of each visit, and the procedures used 
to manage the risks identified for the programme. 

• Support the College Leadership Team with decision making and approval. 

• Ensure relevant training is up to date for all leaders, accompanying staff and volunteer 
helpers including first aid, risk assessment and management, National Governing Body 
Awards. 

 
The EVC must be appropriately experienced and competent. 
 
Trip Leaders will: 

• Have overall responsibility for the supervision and conduct of the visit and shall have regard 
to the health and safety of the group. 

• In addition to being responsible for the planning and preparation of the trip or activity and the 
emergency procedures, the trip leader is responsible for briefing the accompanying staff, 
supervisors and any instructors if a third party is involved.  A briefing must take place before 
a trip or activity. 

• Brief students and, for residential visits, their parents concerning their tasks, arrangements, 
organisation and the expectations that are being placed on them. 

• Prior to the visit, have a defined and communicated contingency plan for leadership 
responsibility in case the party becomes divided, or in the absence of the leader. 

 

 

 
2. ORGANISING AN OUT OF COLLEGE ACTIVITY – ADVICE TO STAFF 

 
If a visit is an essential part of a curriculum course, then the College should pay for any tuition, travel 
or resources.  It is reasonable to expect students/parents/carers to pay for the accommodation and 
food.  See also section on insurance.  In cases of financial difficulty, the Director of Finance and 
Funding should be consulted about paying up to 80% of the cost for individuals from the Bursary 
Fund. Students can apply for bursary funding by completing an online Short-Term Support form via 
the Student Portal. This can be accessed via the Student Bursary Moodle page and / or College 
Website. 
 
If the activity is not essential or is voluntary, then parents/carers can be requested to contribute, and 
it is unlikely that a bursary will be available. The running of the activity may be dependent on there 
being sufficient funds to cover the costs. Funding through the 16-19 Bursary is extremely limited so 
support cannot be guaranteed. 
 
A trip is considered to be essential if it directly contributes to a student’s final grade or their course 
cannot be completed without attending the trip or visit. An example of an essential trip is Geography 
field work. 
 

https://greenhead.paymystudent.com/portal/
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A fair and open method of allowing students on to a trip must be arranged.  Students must not be 
disadvantaged when deciding how applications are made to go onto the trip. Only staff and students 
are authorised to go on a College trip.  Any other adult accompanying the trip who is not a member 
of staff must be approved by CLT and hold a current enhanced DBS certificate 
 
 
 

3. BOOKING A COLLEGE TRIP OR VISIT 
 
All trips and visits must be submitted through the online Cedar portal for CLT approval.  Extensive 
planning or notification to students should not take place until CLT approval has been received. 
Guidance on how to do this can be found in the Out of College Trips, Visits and Activities Staff 
Guide here 
 
Once booked and approved by CLT all trips and visits will then go through a series of checks which 
will include Safeguarding, ALS Finance and First Aid before final sign off by a member of CLT.   
  
All bookings must be completed in a timely manner, please note the following:   
  

• All National trips must be completed on CEDAR with a list of students attending, the trip 
must be submitted for final approval by CLT at least 2 weeks in advance of the trip 
departure date.  Please refer to the Trip Timeline found in the Out of College Trips, Visits 
and Activities Staff Guide here for the full trip checking and approval process. 
  

• All Overseas trips must be completed on CEDAR with a list of students attending, the trip 
must be submitted for final approval by CLT at least 4 weeks in advance of the trip date.  
Please refer to the outline timeline in the table below for the full trip checking and approval 
process. 

 
The minimum information required for CLT approval is detailed in the Out of College Trips, Visits 
and Activities Staff Guide here 
 
 
 

4. ARRANGEMENTS / PROCEDURES FOR TRIPS AND ACTIVITIES 
 
Basic Principles of Safe Practice 
 
The basic principles of safe practice planning and undertaking trips and activities include: 
 

• Ensuring Leaders are competent and effective 

• Ensuring effective supervision and staffing ratios 

• Ensuring that risk assessments are recorded and communicated for each visit 

• Ensuring appropriate levels of first aid and provision 

 
 
When establishing an activity schedule everyone should make every effort to comply with it. 
Visits overseas must be organised through a reputable travel agent with ABTA. Once established, 
trip plans, and risk assessments should be complied with by all participants, staff, and students, 
included in the Trip / Activity.  The College will ensure insurance is in place with required cover for 
all College approved Trips / Activities. 
 
 
 
 

https://greenheadcollege.sharepoint.com/:f:/s/gc-Staff/ErZJKEtf-dtNjZG83rheaewBooSfuy_ieaBSTZSdlC1pOg?e=tmKlQK
https://greenheadcollege.sharepoint.com/:f:/s/gc-Staff/ErZJKEtf-dtNjZG83rheaewBooSfuy_ieaBSTZSdlC1pOg?e=tmKlQK
https://greenheadcollege.sharepoint.com/:f:/s/gc-Staff/ErZJKEtf-dtNjZG83rheaewBooSfuy_ieaBSTZSdlC1pOg?e=tmKlQK
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Staffing and Supervision 
 
At least one suitably qualified first aider must attend all trips unless students will be meeting at the 
venue, and first aid provision is available at the venue and provided by the organisers of the event.  
In this case this should be noted as part of the risk assessment. 
 
For all visits, the ratio should normally be near 20:1. However consideration should be given during 
the planning phase to circumstances that would mean a lower ratio is required eg overseas trips, 
adventurous activities.  Ratios should be considered as part of the risk assessment process with a 
clear methodology provided to evidence that the staffing ration is appropriate for the trip.  In cases 
of hazardous activities, the advice of the insurance company should be sought. Where organisational 
guidelines exist, such as the DofE Kirklees Expedition Guidelines these should be followed. On 
residential visits there should ideally be at least one male and one female member of staff or 
additional adult who must be firstly approved by a senior member of staff.  Alcohol must not be 
consumed by any adult accompanying a College trip for the duration of the trip / Activity. 
 

 
Risk Assessment 
 
The Royal Society for the Prevention of Accidents (RoSPA) advocates the importance of 
preventative strategies in the management of risk.  Whatever trip or activity is proposed, an 
awareness of potential problems allows intervention before difficulties arise.  Planning is essential 
and, where possible, a pre-visit is highly recommended. 
 
The Management of Health and Safety at Work Regulations 1999 requires that risk assessments 
must be recorded, and the findings communicated to persons taking part in the activity.  
Consequently, for each trip or activity, a risk assessment must be made, recorded, and 
communicated to students, parents and other staff attending the trip.  All risk assessments must be 
completed on the College Risk Assessment template, a suite of template risk assessments for a 
variety of trip types can be found via the links via the Out of College Trips, Visits and Activities 
Staff Guide  here  
 
A risk assessment is a process not just a document, starting in the planning phase of the trip and 
continuing to the end of the trip when participants return to the College.  Changes to the itinerary, 
changes to the weather, incidents (whether minor or major) will give rise to the need to re-assess 
risk.  The trip leader should monitor the risks throughout the trip and take appropriate action as 
necessary to control any risk changes. 
 
Once the trip has taken place a Post-trip Evaluation form should be completed. Any feedback 
regarding managing risk arising out of the post-trip evaluation will be fed back into the process. This 
can be found in the Out of College Trips, Visits and Activities Staff Guide  here 
 
 
First Aid Kits 
 
First aid kits must be taken on all Trips / Activities out of College.  First aid kits must be collected 
from the first aid room and must be returned at the earliest opportunity following the trip. Sports 
teams should always ensure there is a first aid kit both at Highfields and on away matches. A first 
aider must accompany each trip as detailed under ‘Staffing and Supervision’.  
 
Insurance 
 
The College has full comprehensive travel insurance covering all modes of transportation this also 
includes most trip / visit activities including Skiing.   
 
 
 

https://greenheadcollege.sharepoint.com/:f:/s/gc-Staff/ErZJKEtf-dtNjZG83rheaewBooSfuy_ieaBSTZSdlC1pOg?e=tmKlQK
https://greenheadcollege.sharepoint.com/:f:/s/gc-Staff/ErZJKEtf-dtNjZG83rheaewBooSfuy_ieaBSTZSdlC1pOg?e=tmKlQK
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Finance 
 
The trip should be planned far enough in advance so that students and their parents/carers have 
enough time to save money. 
 
Payments for trips must be made via WisePay. Please liaise with the Finance department to create 
a trip account 
 
Before any deposit is made to the Tour Operator, ensure that there is sufficient money from students 
in your trip account.  Students must be fully paid up before the trip takes place and must ensure that 
if payments are in regular instalments that these payments are also up to date. Students who do not 
keep to the schedule are at risk of having their place cancelled and may lose any monies paid to 
date. 
 
It is imperative that all visits are costed to break even or allow for a small contingency fund.  Requests 
for a subsidy should be made to the Director of Finance and Funding before the event, not as a 
retrospective cancellation of debt.  The form ‘College Trip Costings and Guidelines’ should be 
completed before the event and a copy given to the finance department. 
 
The costings sheet is available via the link in the Out of College Trips, Visits and Activities Staff 
Guide  here  
 
Note 
 

• Decide on a cut-off date for numbers.   

• Are deposits refundable if students do not attend? 

• Have you covered the cost of transport if not enough numbers? 

• Check with Finance for advice. 
 
 
Mobile Phones 
 
Mobile phones are allocated by Reception as part of the Cedar workflow.  Phones should be 
collected from Reception prior to departure and returned at the earliest opportunity following the trip. 
There are phones which are available for international use. The College mobile number should be 
issued to students for contact with staff.   
 
Emergency Contacts 
 
Will be allocated to trip leaders via Cedar in advance of departure. 
 
Organising Transport 
 

- Where Possible preferred providers are used, the list of preferred providers is to be 

confirmed. 

- Private cars 
- Minibus – refer to minibus policy and procedure (in development) 

 
 
Letters and Consent Forms 
 
A letter should be sent home to parents/carers for their signature.  Editable, sample letters for Trip / 
Visits are available via the link in the Out of College Trips, Visits and Activities Staff Guide  here. 
All letters must include destination, purpose, time of departure, approximate time of return, 
member(s) of staff responsible, any needs – e.g. clothing, packed lunch, money etc., insurance, cost 
and, if possible, emergency contact number.  

https://greenheadcollege.sharepoint.com/:f:/s/gc-Staff/ErZJKEtf-dtNjZG83rheaewBooSfuy_ieaBSTZSdlC1pOg?e=tmKlQK
https://greenheadcollege.sharepoint.com/:f:/s/gc-Staff/ErZJKEtf-dtNjZG83rheaewBooSfuy_ieaBSTZSdlC1pOg?e=tmKlQK
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There should be a medical information update form link in each letter. This must be completed, 
signed and returned with the (first) payment.  If the student is not living at home, then the matter 
should be discussed with their tutor to ascertain if there is someone who should be informed or 
needs to give permission.  If there is a form giving permission for medical treatment that should be 
signed by the student if 18 or over.  Please be aware of students who become 18 after the initial 
form has been signed, or even are 18 whilst away.  A separate risk assessment is required for 
students with medical conditions. Then they will need to give permission and sign another form.  
If the trip is residential or abroad obviously more information is required e.g. where the students will 
be staying.  All members of staff and responsible adults accompanying the visit should have copies 
of the consent forms.  
 
A letter to parents/carers must detail the cost of the trip and stipulate that if the cost of the trip is to 
be in stage payments, then these payment dates must be adhered to (unless agreed by College) or 
there is a chance that all payments to date be lost. Staged payments should correspond to payment 
dates as agreed with a tour company. This form should be signed by a parent/carer and returned to 
College.  
 
It may be advisable, especially for residential and overseas visits, for a link to relevant policies to be 
attached to the letter of information for parents and reference made to it in the letter. We suggest 
that a reminder regarding behaviour expectations be reissued to the students at the start of the 
journey.  At an early stage, an evening meeting for parents and students should be held with all 
accompanying staff present, to go over the itinerary and reinforce the behaviour code and the attitude 
to alcohol consumption. At that stage it should include information about the accompanying adults, 
where they are staying and how they can be contacted. There should be no consumption of alcohol 
by students or staff on any trip.  
 
 
Residentials and Overseas Trips 
 
Students will not be discriminated against based on any protected characteristics as set out in the 
Equality Act 2010. The College will consider any factors to ensure sensitivity to differing needs. 
 
In line with data protection and protected characteristics, the College will not disclose sensitive 
information regarding gender identity. 
 
Consideration of accommodation for transgender students should take place prior to the trip and 
involve a discussion between the student and the DSL/DDSL to determine and agree appropriate 
arrangements. 
 
Students should have individual passports. They should apply at least 3 months before an overseas 
visit see Passport Office link in the Out of College Trips, Visits and Activities Staff Guide  here. 
Full passports are required and there is often a requirement that passports expire at least 6 months 
after the anticipated return date. Make a list of all passport names, numbers, expiry dates and 
nationality if not British.  Also note the name and address of the person listed as next of kin. 
 
Trip leaders must check FCO guidance on trip destinations prior to booking a trip but also prior to 
travel. 
 
Visas – these should usually be applied for collectively. Both British and non-EU passport holders 
may need visas for travel in other EU countries. This must be applied for individually by the student. 
 
Advice about travel documents for stateless children can be obtained from: The Home Office, Lunar 
House, Wellesley Road, CROYDON CR9 2BY. 

  

https://greenheadcollege.sharepoint.com/:f:/s/gc-Staff/ErZJKEtf-dtNjZG83rheaewBooSfuy_ieaBSTZSdlC1pOg?e=tmKlQK
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Policy title: Out of College Trips, Visits Enrichments & 

Activities Policy 

Policy owner: Director of Estates & Operations 

 

EIA Date: December 2024  

Main aims and purpose of the policy:  
The policy and associated guidance documents are intended to provide information to all those 
who have a responsibility for the management of students taking part in educational visits and 
extracurricular activities.  The information is designed to enable leaders and potential leaders to 
acquire the necessary knowledge, experience and confidence required to lead safe and rewarding 
trips and activities and, where necessary, seek the appropriate further advice. 

 
 

Type of policy connect to EIA:    

• Proposed new policy   

• Undertaking a review of an existing policy   

• Other (please state):   

 

Please identify any potential impacts that the policy or development of this policy could 
have, on any of the equality grounds identified below. 

 
Equality Ground 

 
Identified Impact 

Age 
 
 

 
The policy is consistent in its approach regardless of age.  

Disability 
 
 

 
The policy is consistent in its approach regardless of 
disability. 

Gender (including gender identity)  
 
 

 
The policy is consistent in its approach regardless of gender. 

Marriage and civil partnership 
 
 

 
The policy is consistent in its approach regardless of marital 
or civil partnership status 

 

Pregnancy and maternity 
 
 

 
The policy is consistent in its approach regardless of 
pregnancy or maternity. 

Race 
 
 

 
The policy is consistent in its approach regardless of race. 

Religion or belief 
 
 

The policy is consistent in its approach regardless of religion 
or belief.  

Sex 
 
 

 
The policy is consistent in its approach regardless of sex. 
 

 

Sexual Orientation 
 
 

 
The policy is consistent in its approach regardless of sexual 
orientation. 
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Social / Health Inequalities 
 
 

The policy is consistent in its approach regardless of social 
status/health inequalities. 

 

 
Select one of the four outcomes below to indicate how the development/implementation 
of the policy will be progressed and state the rationale for the decision.   
 
 
Outcome 
1:   

 
 
No change required – the assessment is that the policy is/will be 
robust and/or  

  

 promotes Diversity and Inclusion.   

 
Outcome 
2:   

 
Adjust the policy – this involves taking steps to address any adverse 
impacts 

  

 before the policy has been developed.   

 
Outline these steps: 
 

Outcome 
3:   

Continue the policy while mitigating against any potential adverse 
impacts. 

  

Outline how these adverse impacts can be mitigated against: 
 
Outcome 
4:   

Immediate referral to CLT/Governors, as there are adverse effects 
which cannot be 

  

 prevented or mitigated against.   

 

Details of further steps (if required) 
 
 
 
 
 
 
 
 
 
 

 

 
 

 

 


