Toolkit: Overseas Visits
Introduction to the Overseas Visits Toolkit

Overseas Visits can encompass a wide range of programmes, and can take place in conditions that are not dissimilar to Scotland, to extremely challenging environments in countries that are a world apart. These are just a few examples to demonstrate the breadth and diversity that are regularly undertaken by Scottish educational establishments:

· Day visits to Europe to receive awards;

· Tours of the battlefields of Northern Europe;

· Cultural exchanges to twinned communities and schools in Africa;
· Summer term activity week visits to Disneyland Paris;

· Sports competitions;
· Geography fieldwork in the Alps;

· Ecological studies of reefs in the Caribbean;

· Music band tours to the United States or Cuba;

· Adventure activity expeditions to jungles, mountains, and deserts;

· Home-to-home exchanges for language and cultural purposes;

· And many, many more.
It is impossible to provide a fully inclusive toolkit containing all the possible Risk Assessments and Visit Plans, but this Toolkit endeavours to give illustrative examples, checklists, and resources that are adaptable to each Overseas Visit.

Whilst many OVs are organised by specialist providers and tour operators, others are wholly organised and led by establishment staff. Roles and responsibilities need to be clearly defined to ensure accountability for all aspects, and for all parties involved in the planning, approval, and completion.

Authority of this advice

This advice has been prepared jointly by local authority experts with support from the HSE. The model that is recommended in this advice has been developed with the aims of being clear, simple and flexible. It is designed to make sure that staff can easily identify any significant risks in the Risk Assessment (RA) and record how these risks will be controlled. All other advice and considerations are placed in the Visit Plan (VP) and supporting documents.

We recognise that it is possible to provide the required information in different ways. The key principle is that significant risks are clearly recorded and control measures identified and implemented and that there is system for recording other details.

Role of the LA/ Employer

The LA/Employer must ensure that adequate Risk Assessments are available for their staff to carry out any potentially hazardous activity that may be part of their job. Adventure Activities necessarily include risks that can be significant and Risk Assessments must therefore be available for staff to use so that these valuable opportunities for young people can go ahead.

We have provided generic RA’s for the LA / employer and we strongly recommend that they base their advice on our models.

Role of the Visit Leader

The Visit Leader should ensure that the employer’s system for managing and approving visits is followed.  They are responsible for preparing the Visit Plan that includes checking that the provider has done their Risk Assessment and implements it.

Role of the Third Party provider

The Third Party provider is responsible for preparing their own Risk Assessments and ways of working to deliver safe services and activities.  They need to co-operate with the Visit Leader to help them prepare the Visit Plan.

If the Visit Leader is also the provider then they need to carry out both roles.

Adventurous Activities

An adventure activity can be the main element or a subsidiary part of an Overseas Visit. The material that is collected or prepared by the Visit Leader should explain which type of visit is taking place.

For the purposes of this document, Adventure Activities can be delivered in three ways:

1. 

A Third Party supplier:  a provider that is external to the LA or the group who are planning the visit. This may be the Tour Operator or someone contracted to provide the activity. http://www.bsigroup.com/LocalFiles/en-GB/consumer-guides/resources/BSI-Consumer-Brochure-Adventurous-Activities-UK-EN.pdf 
2. 

Staff from the establishment who are planning the visit: e.g. a teacher from a school who organises the canoe club or a youth worker who takes club members skiing. See Organising Your Own Visit: BS 8848:2007+A1:2009
3. 

Specialist staff from the LA: this could be through the LA Outdoor Centre or LA outdoor specialist staff who travel around the LA area delivering Adventure Activities

The Overseas Visit Flowchart of Procedures shows who is responsible for preparing the required paperwork. Insert link
Types of Risk Assessment

Generic – the generic assessments are outline assessments that cover the significant risks for the activity wherever it takes place.  They can be used as a starting point and be adapted for any Adventure Activity. 

Specific assessment – you need to assess where, and how, you are doing the activity.  You need to record any significant risks and identify what you are going to do to control them.  If the generic RA covers these adequately then you may not need a specific assessment.  However, you will almost certainly need to record information in the Visit Plan.

Format of our recommended RA 

The format of our RA has been prepared by experts with support from the HSE. The key aim has been to provide a simple format that is in plain English. Where information appears in all sections of the RA it has been placed in a heading rather than being repeated throughout the document.

The format highlights significant risks, how these are already being controlled, what needs to be done in future, and how any future action will be carried out. 
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Foreign & Commonwealth Office Travel Advice Unit https://www.gov.uk/foreign-travel-advice
2

ATOL
3

Organising Your Own Visit: BS 8848:2007+A1:2009
4

Safer adventures: Managing the risks of adventure travel http://www.bsigroup.com/LocalFiles/en-GB/consumer-guides/resources/BSI-Consumer-Brochure-Adventurous-Activities-UK-EN.pdf
5

Passports and Collective passports 
6

Health Protection Scotland Travel Health Guidance for Schools http://www.fitfortravel.nhs.uk/media/405657/travel%20health%20guidance%20for%20schools%20feb%202013.pdf
7

EHIC - European Health Insurance Card
8
Location of British Embassies
For Exchanges and Home Stays there is excellent guidance in the OEAP National Guidance 7f
