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Educational Visits and Off-Site Activities Policy
Approval Process
All off-site activities require prior approval from:
· Programme Director (for routine local visits, overnight stays, overseas trips)
· Head of Department (for higher-risk activities)
Planning Requirements
For all visits:
· Risk assessment completed and approved
· Emergency contact procedures established
· Insurance arrangements confirmed
· Transport arrangements verified as safe and legal
· Trip information sent to all students in good time and briefings arranged
For overnight/overseas visits:
· Detailed itinerary provided
· Accommodation safety verified
· Confidential medical information for participants collected, with a destruction agreement
· Local emergency services contacts identified
Supervision Requirements
· Adequate supervision ratios are maintained at all times
· All supervisors were briefed on emergency procedures
· At least one supervisor trained in first aid for longer visits 
· Clear communication channels established
Student Responsibilities
Students must:
· Follow all instructions from the supervising staff
· Remain with their designated group
· Report any concerns or incidents immediately
· Behave responsibly and consider their own safety and that of others
Procedures and guidance documents for specific activities and risks will support this policy. All policies will be reviewed annually and updated as necessary to reflect changes in legislation and college activities. 
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