
Baleares International College Policy on Educational Visits and School Journeys

Purpose:

To ensure that all visits and journeys are carefully planned compliant with appropriate Health

& Safety legislation  provide a valuable learning experience  appropriately costed

Method:

This policy covers all activities untaken by the school by which students are taken off-site for

any reason. This includes day visits, residential visits, field studies, exchange visits, and other

overseas journeys.

A Visit is defined as a day trip within Mallorca.

A Journey is defined as a residential visit, either within this country or overseas, or any day visit

overseas.

The organisation of an educational visit or journey is crucial to its success. With rigorous

organisation and control, a visit should provide a rich, learning experience for the students. The

following guidelines support the planning and implementation of educational visits organised

at Baleares International College:

Roles and responsibilities relating to educational visits:

The Principal should ensure that off-site activities comply with the procedures in this policy.

S/he should:

Appoint or undertake the functions of an Educational Visits Coordinator.

Delegate approval of defined visits to the EVC.

Support staff development of leadership competence through continuous professional

development.

Appoint party leaders and additional staff who are sufficiently experienced and competent to

assess and manage the risks with regard to the group and planned activity.

Ensure that risks have been assessed, significant risks recorded and appropriate safety

measures are in place and that all parties are aware of the assessments and ensure that all staff

understand and comply.

The final planning checklist is completed and all supporting documents are completed before

the journey takes place.

Formal approval is given to each journey or visit.

Agree with the EVC a programme for monitoring off-site visits.



The Educational Visits Coordinator (EVC) should:

Approve delegated visits.

Ensure that competent people are assigned to lead or otherwise supervise a visit.

Support the party leader with advice and guidance on generic risk assessments.

Review and approve the risk assessment produced by the party leader and team for each visit.

Organise the emergency arrangements and ensure there is an emergency contact for each

visit.

Keep records of individual visits including reports of accidents and ‘near-accidents’ (sometimes

known as ‘near misses’).

Review systems and, on occasion, monitor practice.

Ensure ICPC/DBS checks are current for all accompanying staff and an appropriate child

protection risk assessment is in place when parents/volunteers accompany visits.

Ensure that all coaches or other means of hired transport used have the appropriate safety

accreditation and have seatbelts fitted.

The Party Leader

The party leader has overall responsibility for the supervision and conduct of the visit or

activity and should be approved by the Principal at least .

S/he should be an experienced member of staff. S/he should:

Complete a written curriculum plan or planner for the visit.

Obtain the approval of the Principal before any off-site visit or activity takes place.

Assess the reasonably foreseeable risks involved and draw up or amend as appropriate any

previously recorded risk assessment.

Oversee the safe conduct of each visit, paying particular attention to on going risk assessments

and changing circumstances.

Ensure a clear rationale for staff helpers and try to ensure cover is kept at a minimum with staff

choice.

Ensure that all other members of staff and voluntary helpers are aware of their responsibilities

and have the appropriate training and experience to undertake their assigned roles.

Consider the planning checklist to ensure that all procedures have been followed.

Inform parents about the visit and gain their written consent.

Ensure that all official paperwork is in order, such as passports for overseas journeys. Carefully

cost the visit/journey and ensure that all monies are received and banked appropriately

through liaison with the Finance staff, as described below.

Ensure that any Covid measures appropriate to the visit location (including foreign country

entry requirements) are followed and parents made aware of their responsibilities for ensuring

their sons or daughters are vaccinated or tested prior to and or during overseas visits.



Additional members of staff and volunteers:

Volunteers act as employees of the school whilst on approved off-site activities. Members of

staff and volunteers make up the team for each visit and must be actively engaged in the

process of managing the programme and they must be given written instructions to ensure

that they are familiar with procedures/protocols.

Volunteers must have a local police check prior to the trip.

All members of staff should:

Assist the party leader to ensure the health, safety and welfare of all the young people on the

visit.

Be clear about their roles and responsibilities whilst taking part in the visit or activity. If they

are not regular members of the school’s staff, they should ideally have a ICPC/DBS/local police

check before accompanying residential journeys, if this is practicable and should be added to

the SCR.

Young People

Whilst taking part in off-site activities young people also have responsibilities about which

they should be made aware by the party leader or other members of staff, for their own health

and safety and that of the group.

Young people should:

Not take unnecessary risks.

Follow instructions of the party leader and other members of staff.

Behave sensibly, keeping to any agreed code of conduct.

Inform members of staff of any significant hazards.

Any students whose behaviour may be considered to be a danger to themselves or to the group

may be stopped from going on the visit.

Understand that exact rules of behaviour as in school apply to conduct on school trips and

visits.

Parents

Parents have an important role in deciding whether any visit or off-site activity is suitable for

their child.

Parents should:



Inform the party leader about any medical, psychological or physical condition relevant to the

visit.

Provide emergency contact numbers.

Provide the party leader with arrangements to resume care of their child should this be

necessary.

Sign the consent form.

Ensure that their child is Covid travel ready according to the laws and regulations of the time

both for Mallorca, the rest of Spain and abroad where the trip is overseas.

Students must not be taken off-site if parents have not signed a form.

Planning off-site visits

Whether the visit is to a local park, museum, swimming pool, or includes a residential stay, it is

essential that careful planning takes place. All visits and journeys should have clear learning

objectives including a rationale for staff accompanying. Planning also involves considering the

dangers and difficulties which may arise and making plans to avoid them.

The Principal is responsible for planning all off-site visits. In practice, the detailed planning is

delegated to the organiser of the visit or the group leader, but the Principal must be satisfied

that the person planning the visit is qualified to do so and has the necessary experience.

Guidelines on the process for planning an educational visit are attached.

Risk Assessment

A risk assessment should always be carried out before setting off on a visit, using the Baleares

International College Risk Assessment Forms.

The risk assessment should include the following considerations: What are the risks? Who is

affected by them? What safety measures need to be in place to reduce risks to an acceptable

level? Can the group leader guarantee that these safety measures will be provided? What

steps will be taken in an emergency? What is the acceptable ratio of adults to children for this

visit? (See section on Supervision.)

The group leader and other supervisors should continually reassess the risks throughout the

visit and take appropriate action if students are in danger.

Generic risk assessments for different kinds of visits are also attached. These should be

amended as necessary before any visit. Staff should refer to the section in this policy on

Incidents on educational visits and journeys in the School’s Emergency Plan when preparing



any trip so that they know of the appropriate procedures to follow in the case of a major

incident during an Educational Visit.

First Aid

First Aid provision should be considered when assessing the risks of the visit. For adventurous

activities the party leader should consider having at least one trained first-aider in the group

for ensuring that appropriate first-aid support is available at the centre. The group leader

should have a working knowledge of first aid and all adults in the group should know how to

contact emergency services.

For visits abroad, the party leader must ensure that s/he is aware of how to contact emergency

services in that country.

The minimum first aid provision is: a suitably stocked first aid box; a person appointed to be in

charge of first aid arrangements. First aid should be available and accessible at all times. If a

first aider is attending to one member of the group, there should be adequate first-aid cover for

the other students. The Principal should take this into account when assessing what level of

first-aid facilities will be needed. The contents of a first aid kit will depend on what activities

are planned.

Supervision and staff / student ratios.

It is important to have a sufficient ratio of adult supervisors to students for any off-site visit.

The factors to take into consideration include: sex, age and ability of group; special needs

students; nature of activities; experience of adults in off site supervision; duration and nature

of the journey; type of any accommodation; competence of staff, both general and on specific

activities.

There should always be enough supervisors to cope effectively with an emergency.

When visits are to remote areas or where they involve hazardous activities, the risks may be

greater and supervision levels should be set accordingly. The following guidelines give

suggested ratios, but are subject to change depending on the activities undertaken and the age

of the students:

For day visits – 1:15 (maximum). 1:12 is the ideal.

For overnight visits and outdoor activity based visits: 1:10.

For all overseas visits: 1:10

There may be some cases when Sixth Form students are able to attend an organised event

without staff supervision providing they have been adequately prepared beforehand and the

parents have given their full consent. This should only happen where numbers are small and

where the visit is in Mallorca.



All adult supervisors, including school staff and parent helpers must understand their roles and

responsibilities at all times. In particular, all supervisors should be aware of any students who

may require closer supervision, such as those with special needs or those with behavioural

difficulties. Teachers retain responsibility for the group at all times.

For the protection of both adults and students, all adult supervisors should ensure that they

are not alone in a one to one situation with a pupil. Whatever the length and nature of the visit,

regular head counting of students should take place.

The group leader should establish rendezvous points and tell students what to do if they

become separated from the party.

Preparing Students

Providing information and guidance to students is an important part of preparing for a school

visit. Students should have a clear understanding about what is expected of them and what the

visit will entail. Students must understand what standard of behaviour is expected of them and

why rules must be followed. The lack of control and discipline can be a major contributory

factor when accidents occur. Students should also be told about any potential dangers and how

they should act to ensure their own and other’s safety.

The same policy applies to drugs, alcohol and banned items on trips as in school. Any students

found with such on a trip will be immediately sent home. On overseas trips, parents will be

called to collect their son/daughter. Students found with said items will face appropriate

disciplinary action as per the in-school policy.

Participation

Students should be assessed to ensure that they are capable of undertaking the proposed

activities. During the visit they should not be coerced into activities they fear. Students whose

behaviour is such that the group leader is concerned for their, or others’ safety, should be

withdrawn from the activity. On residential visits the group leader should consider whether

such students will return home early.

Information to students

It is for the party leader to decide how to provide information, but they should be satisfied that

the students understand key safety information.

Students should understand:

The aims and objectives of the visit / activity.



Background information about the place to be visited.

How to avoid specific dangers and why they should follow rules.

Why safety precautions are in place.

Why special safety precautions are in place for anyone with disabilities.

What standard of behaviour is expected from students.

Who is responsible for the group.

What to do if approached by a stranger.

What to do if separated from the group.

Emergency procedures.

Meeting procedures.

Transport and students:

Students using transport on a visit should be made aware of basic safety rules including:

Arrive on time and wait for the transport away from the road, track, etc. do not rush towards

the transport when it arrives.

Wear seatbelts and stay seated while travelling on transport.

Make sure bags do not block aisles on the transport and never attempt to get on or off the

moving transport.

Never throw things out of the transport vehicle’s windows.

Never get off a vehicle held up by traffic lights or in traffic.

Never run about while transport is moving or pass someone on steps or stairs.

Never distract or disturb the driver.

Stay clear of automatic doors / manual doors after boarding or leaving the transport.

After leaving the vehicle, always wait for it to move off before crossing the road.

If feeling unwell while travelling, tell a teacher or the person who is otherwise responsible.

These issues are addressed in the risk assessments.

Students with special educational and medical needs

The Principal will not exclude students with special educational or medical needs from school

visits. Every effort should be made to accommodate them whilst maintaining the safety of

everyone on the visit. Special attention should be given to appropriate supervision ratios and

additional safety measures may need to be addressed at the planning stage.

Child Protection issues:

Where any students are travelling about whom it is known there are child protection issues

relating to their emotional stability, or relationships with others, consideration should be given

to informing the party-leader of any issues, particularly on residential journeys. The Principal



should make a judgement on this issue, dependent on considerations of the child’s emotional

state and the individual’s right to privacy.

The EVC/Safeguarding Lead has lists of students who are proposing to travel on residential

journeys.

Communicating with Parents / Guardians

Parents need to be aware that the teachers on the visit will be acting in their place - in loco

parentis – and will be exercising the same care that a prudent parent would.

The following information on matters that might affect students’ health and safety is useful to

parents, and will be in included in letter to parents / guardians prior to a visit:

Dates of the visit.

Times of departure and return to school.

Parents should give approval in writing [not simply a tick on the consent form] if they wish their

child to be dismissed from anywhere but the school.

Mode(s) of travel including the name of any travel company.

Details of accommodation with security and supervisory arrangements on site.

Names of leader, or other staff and of other accompanying adults.

Visit’s objectives.

Details of the activities planned and of how the assessed risks will be managed.

Insurance (including Covid related Insurance) taken out for the group as a whole in respect of

luggage, accident, cancellation, Covid and medical cover.

Any Insurance cover (including Covid cover) to be arranged by the parents, if appropriate, will

be requested.

Clothing and equipment to be taken.

Money to be taken.

The information to be given by parents and what they will be asked to consent to.

Covid regulations. For overseas visits: students who are not double vaccinated will not be

permitted to go on the trip. This is in line with an increasing number of governments passing

laws to deny entry (both to the country and to places of interest to visit) to non-residents who

are not vaccinated.

Covid regulations. For both overseas and at home trips and visits - current laws and

regulations (even if they change from when the trip was originally planned) must be abided by.

Communication with parents regarding Covid laws and regulations - in the trip letter, it will be

stated that parents must accept that Covid regulations may change and as a result, deposits

and monies paid may not be refundable. For overseas visits, the initial trip letter must also

clearly state that students will not be allowed to attend if they do not have a Covid passport (i.e

- must be fully vaccinated).



Parents must be informed that no trip insurance policy covers Covid related cancellations.
The only instance in which deposits and monies MAY be returned is if the country to be
visited cancels all school trips, in law. It is not possible to return deposits and monies to
parents for cancellation relating to any Covid issue.

The School’s parental consent form should be completed for each pupil in the group.

Information on these consent forms should be kept confidential and shredded after the event

as it is covered by GDPR legislation.

In accordance with DfE recommendations, a generic parental consent form should be signed by

parents/carers when students first arrive in the school. This will enable local trips to go ahead

within the school day without having to seek further parental permission; although as good

practice we would continue to inform parents of such off-site activities.

Residential visits

A full pack containing relevant details, in accordance with this policy, should be submitted to

the Principal, EVC, Parents and Students at least half a term before the trip takes place.

Parents’ meeting: For any overnight or residential visit, it is essential that the party leader

holds a meeting for parents, at which they are given all the details of the journey and the

opportunity to ask questions.   This meeting will be a Zoom meeting during times of Covid.

Contact details: The party leader should ensure that s/he has a list of contact details for

parents while they are away. S/he should also have contact details for two members of the

Senior Leadership Team, who are likewise given contact details of the participants on the trip.

Party leaders should also consider the wisdom of using a ‘contact-tree’ for speed of passing on

information.

Hostels and Hotels: The school will bear in mind the following:

The group leader should ideally have adjoining rooms with staff quarters next to the young

people’s – endeavouring to obtain a floor plan of the rooms reserved for the group’s use in

advance

The immediate accommodation area should be exclusively for the use of the group.

Access by staff to student rooms must be available at all times.

Separate male and female sleeping areas for students and adults.

Ensure that the whole party is aware of the lay-out of the accommodation, its fire precautions /

exits, its regulations and routing, and that everyone can identify key personnel. Security

arrangements – where the reception is not staffed 24 hours a day, security arrangements

should be in force to stop unauthorised visitors.

Ensure that locks / shutters etc. work on all the rooms used by the group.

Storage of clothes, luggage, equipment etc., particularly safekeeping of valuables.



Adequate lighting – it is advisable to bring a torch.

Provision for sick, disabled students or those with special needs;

Safety in rooms (electrical connections, secure balconies).

Recreational accommodation / facilities for the group.

Coastal visits

Group leaders and other teachers should be aware that many of the incidents affecting school

children have occurred by or in the sea. There are dangers on the coast quite apart from those

incurred in swimming. At BIC, the group leader should bear the following points in mind in the

risk assessment of a coastal activity:

Tides and sandbanks are potential hazards so timings and exit routes should be checked.

Ensure group members are aware of warning signs and flags.

Establish a base on the beach to which members of the group may return if separated.

Look out for hazards such as glass, barbed wire and sewage outflows etc;

Some of a group’s time on a beach may be recreational. Group leaders should consider which

areas of the terrain and sea are out of bounds; cliff tops can be highly dangerous for school

groups even during daylight. The group should keep to the path at all times. Group leaders

should consider whether it is safe for students to ride mountain bikes on coastal paths.

Swimming and water related activities:

Swimming and paddling in the sea or other natural waters are potentially dangerous activities

for a school group. The group leader must ensure that adequate supervision is available at all

times.

Budget management

The visit or journey should be carefully costed in advance and a budget plan made (using the

Budget Pro Forma attached). Parents should be informed of the overall cost and of the

break-down. The following procedures should be followed, once agreement for the trip to

proceed has been received:

Party leaders must liaise with the Finance staff in advance of the journey being advertised and

must agree with her/him a financial plan including administration changes, together with a

copy of the letter to parents.

Payments must be made online by parents. Should a family be unable to pay online they should

contact the Finance Office for advice. The last due payment date must be at least a month



before the trip is due. Any incomplete payments may result in the trip being cancelled; Invoices

will not be paid unless there are sufficient funds collected to cover the amount of the invoice.

If the monies for a journey or visit are incomplete a week before the journey takes place, the

Principal may reserve the right to cancel it.

Monies paid by students for a school visit or journey must not be spent on any aspect of

subsistence for the teachers involved.

Appendices:
1. Request and planning sheet for an educational visit

Copy of  Educational Visits / Trip Form

2. Generic risk assessments for most common visits.

. Risk Assessment trips and visits

3. Educational visit party leader’s checklist:

Trips and Visits appendix 3 checklist

4. Sample parental letter and reply slip:

Sample trip letter to parents and reply slip
5. Financial Plan

Financial Plan for School Trips and Visits

6. FULL SET OF DOCUMENTATION REQUIRED TO COMPLETE BEFORE VISIT, CONDENSED INTO ONE DOC IS

BELOW:

Full Set of Trips and Visits Documentation in one doc

Updated January 2022

For review:  January 2024

https://docs.google.com/document/d/1SDBAYqQvVZJW6o-S-i28WZp6m5ip9bi3kZED2hkwCTI/edit?usp=sharing
https://docs.google.com/document/d/1JjdYTgiLcCBy02NOQlLGpv70kaGero3KlCsPF5oC7ps/edit?usp=sharing
https://docs.google.com/document/d/1f4n4rERH-boqIZKCBCNp5fbnJ0D3WZn2U5StNeEi0K4/edit?usp=sharing
https://docs.google.com/document/d/1zqv-7Bf44wcKwNaVup0rcd4sedXXAwNgevqdZ3qXe-s/edit?usp=sharing
https://docs.google.com/document/d/1Vj_FvLiQohV6_cz9z9G_0ntUDZ_q1FeByU7foboHtCA/edit?usp=sharing
https://docs.google.com/document/d/1FQ4g4tINUb6PiT13zuWqDIP1rHy-7gYphkHE81P1cco/edit?usp=sharing

