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INT ROD UCTIO N  

At Oxford International College we encourage staff to organise and run educational trips as it is strongly 

felt that this offers students the opportunity of learning within an environment other than in the 

classrooms and provides new and challenging experiences that are essential for their development. 

It is the responsibility of the Principal and Assistant Director of Supercurricular to ensure that all trips 

have been planned and carried out according to the following Educational Visits guidelines. 

Types of educational visits include: 

• Regular, routine off site activities, e.g. sports club facilities 

• Activities organised and supervised by tutors 

• Activities supervised by an external provider, e.g. commercial centre or hired instructor 

• Visits abroad 

All visits require authorisation by the Principal, Director of Studies or Assistant Director of 

Supercurricular, and the Chief Education Officer.  

All staff and tutors should be aware of the expectation placed upon them. All staff must conduct 

themselves in a manner compatible with their own safety and with the safety and well being of the 

students. 

The Principal and Senior Leadership are responsible for ensuring that all College activities are properly 

planned and appropriately supervised. 

R ISK  AS SESSM E NTS  

The Principal and Senior Leadership will ensure that risk assessments are undertaken (appendix A). 

They will also ensure that staffing ratios take account of the nature of the visit and the nature of the 

students involved.  

The Principal and Senior Leadership will ensure parents/guardians/agents/host families are properly 

informed and have given their consent. 

The staff/student ratios prescribed in this section are minimum figures. It is the Principal and Senior 

Leader’s duty to ensure that every visit is adequately staffed. The nature of the activity needs, and 

experience of the students and staff assigned to the visit must be borne in mind. 

Staff ratio 1:12 
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For visits that include an overnight stay or visits abroad, there should be at least 2 staff/tutors present. 

For single sex parties at least one staff member must be of the same gender as the students. For mixed 

parties at least one staff member of each gender must be included. 

PARE NTAL  CO NS E NT  

Parental/guardian consent must be obtained from the parent/carer or guardian of each student taking 

part in any visit. No student may participate in any visit unless all the parental consent form is 

completed. 

Reconnaissance and Research 

A reconnaissance visit is recommended if the location or activities have not been used before. The 

experience of the staff will also be considered. Liaising with parents/guardians is an important aspect 

of planning educational visits. They should be fully informed about: 

• Purpose of visit 

• Dates and times 

• Details relating to staff 

• Travel arrangements 

• Costs 

• Insurance arrangements 

 

INS URA NC E  

The College’s insurance company is Ecclesiastical. The insurance broker is Marsh and the College 

contact is Anthony Marriage. All visits need to be recorded with the brokers.  

MEDICAL  INFORM ATI ON  

Medical information regarding students should be accessible to the staff/tutors supervising the visit 

and will be provided by the student services team prior to the trip commencing.  

In the event of an Emergency 

Even the best planned visits may fall victim to the unforeseen. In these circumstances the safety and 

welfare of students, tutors and staff is paramount. All participants will have access to first aid 

equipment. Staff and tutors will have the contact not only for the College but also for the members of 

the SLT.  
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CODE  O F CO NDUCT  

For visits involving older students this is best established in discussion and in this way they will feel 

they have a degree of ownership. Expectations should be clearly communicated and understood. 

TRA NSPOR T  

For some visits, tutors or staff may be asked to carry students in their own cars e.g. transport a student 

with a minor injury to hospital. Drivers are reminded to check with their insurer that their insurance 

policy covers them to carry students. Seatbelts should always be worn. 

COMMO N LAW  

To contravene common law, there must be negligence. Staff and tutors who accept responsibility for 

students participating in an educational visit have a common law duty of care towards their students. 

SPECIAL  ED UCA TIO NAL  NE EDS A ND D IS ABIL I TY  

The College will not discriminate against disabled students for reasons relating to their disabilities. 

Students with disabilities may necessitate adjustments being made to the organisation of the visit to 

enable them to participate. 

MONIT ORI NG  

The SMT will monitor visits organised by the College. This will be done by: 

• Checking approval forms 

• Checking risk assessments 

• Observing/taking part in visits 

• Reviewing with staff/tutors after the visits. 
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APPENDIX A 

F IELD  TRIP  /  COLLE G E OU TING  

Trip Details:  

Trip Date:  

Person/s in charge:  

Staff accompanying:  

Cost of trip per student:  

Students on 

trip:               

                                         

1.  

2.  

3.  

4.  

5.  

6.  

 
College telephone:  01865 203988 

Students have trip leaders phone number 

Students have office phone number 

Trip leader has First aid Kit  

R ISK  AS SESSM E NT  

ACTIVIT Y  LOW/MEDI UM/HI GH  STRAT E GY  
 

 

 

 

 
 

 

 

 
 

 
 
I have approved the trip: 

Principal: ......................................................................................................... 

Assistant Director of Supercurricular: 

.......................................................................................................... 
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FURTHER INFORMATION  

For further information about Educational Visits at OIC please speak with Jason Brooks  

 

jason.brooks@oxcoll.com 

Asst. Director of Supercurricular 

Oxford International College  

1 London Place 

OX4 1BD 

 

 

mailto:jason.brooks@oxcoll.com

