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Communities and Families Excursions
EX4multi   



	Category 4 Approval Form (Multi) 
	EX4multi   (formerly EE1) 

	Version:
	Nov 2018

	Reference Number (to be completed by the Sport and Outdoor Learning Unit):
	

	This form is for a continuous/regular programme of Category 4 excursions. 
Use EX4single for individual/single Category 4 excursions. 
Text boxes will expand as you insert relevant information.

	Guidance notes:
These will answer most questions re: completing the form.
	
 
	CEC Excursions Policy (Orb link):
	CLICK HERE

	
	
	Additional support:
	excursions@edinburgh.gov.uk or 0131 469 3953



	SECTION 1 Establishment Details

	1.1 Establishment name: 
	[enter text into BLUE fields ONLY – applies throughout this form – please delete this message]

	1.2 Contact telephone:
	

	1.3 Group Leader(s) name(s):
	

	1.4 Key contact email:
	



	SECTION 2 Excursion Programme Details

	[bookmark: _Hlk505024208]2.1 Dates and times of excursion programme (include each individual excursion within the programme):

	

	2.2 Purpose of excursion programme (BEST FIT primary foci – you can select up to 4 and use the ‘other’ row if required):

	Option 1.	Option 2.	Option 3.	Option 4.
	Other:

	

	2.3 Intended outcomes:

	

	2.4 Place(s) to be visited (be as specific as possible). Include details of overnight accommodation if relevant:

	

	2.5 What non-adventurous activities are you doing (complete Section 6 for adventurous activities)?

	

	2.6 Travel arrangements (be as specific as possible including all modes of transport):

	



	SECTION 3 Group Details (excluding supervisory adults)

	3.1 Total number:
	
	Female:
	
	Male:
	
	Not specified/other:
	

	3.2 Are there any participants with additional needs?
	Choose an item.
	3.3 If yes, provide appropriate details and state additional support to be provided: 

	

	3.4 Age range and any additional information about the group (planned changes in numbers/previous experience of participants in planned activity): 

	


	
	SECTION 4 Supervisory Adults Details (please ensure you complete 4.2 to 4.9 for all persons)

	4.1 Total planned number of supervisory adults:
	

	4.2 Name
	4.3 Establishment Role (best fit)
	4.4 Gender
	4.5 Group Leader Training (theory + last 3 years)
	4.6 Other relevant qualifications/info (incl. driving permit if applicable)
	4.7 Relevant experience to this excursion programme
	4.8 PVG
	4.9 Valid and relevant first aid qualification

	
	Choose.	
	Choose.	
	
	?	Choose.
	
	Choose.	
	Choose.	
	
	?	Choose.
	
	Choose.	
	Choose.	
	
	?	Choose.
	
	Choose.	
	Choose.	
	
	?	Choose.
	
	Choose.	
	Choose.	
	
	?	Choose.
	
	Choose.	
	Choose.	
	
	?	Choose.
	4.10 If additional rows are required, see guidance notes in the yellow box above.  




	SECTION 5 Overseas Travel Additional Information 
	If no overseas travel, go to Section 6.

	5.1 Detail relevant travel and/or activity provider accreditations:
	



	SECTION 6 Adventurous Activities
	If no adventurous activities, go to Section 7. 

	6.1 Provide details of who is delivering these activities:
	Choose an item.       No more info required if solely Bangholm, Benmore and/or Lagganlia. 
If ‘CEC approved provider(s)’, ‘other’ or ‘combination’, provide more details below (including activities, providers, AALS licence details - if not a CEC approved provider):

	



	SECTION 7 Home Base Support and Emergency Procedures

	7.1 Home Base Contact name(s) and role(s):
More than one person? Insert when they will perform this role. 
	
	Phone number(s):
	

	7.2 Are procedures in place at your establishment to deal with an emergency?
	Choose an item.
	7.3 Are contact and relevant medical details of all participants, including supervisory adults, known and accessible to relevant persons?
	Choose an item.


	SECTION 8 Travel and Personal Accident Insurance

	8.1 With reference to Section 5.1.2 of the Excursions Policy, have you decided to organise CEC Travel and Personal Accident Insurance? 
	Policy Section 5 (Insurance)

  (double-click to read)
	Choose an item.
	8.2 Provide details of any non-CEC Travel and Personal Accident insurance (exceptional circumstances – insurance via CEC is usually the preferred option). Leave blank if this is not applicable.

	



	SECTION 9 Additional Information

	9.1 Provide any additional and relevant information to support this approval process, including any provider accreditations for UK based excursions (see Section 5 for Overseas). Attach any other documentation if needed.

	



	SECTION 10 Approved by Head of Establishment and Excursions Coordinator

	10.1 This excursion programme has the approval of the Head of Establishment.
	Choose an item.
	10.2 The choice of Group Leader(s) is appropriate for this excursion programme and they are aware of their responsibilities. 
	Choose an item.
	10.3 The choice of supervisory adults is appropriate for this excursion programme and they are aware of their responsibilities.  
	Choose an item.
	10.4 An appropriate risk assessment has been carried out for this excursion programme. It will be adjusted where necessary throughout the programme. Significant risks have been/will be shared with relevant persons. 
	Choose an item.
	10.5 Where necessary, additional advice has been taken via the Sport and Outdoor Learning Unit. 
	Choose an item.
	10.6 This excursion programme complies with the requirements of CEC’s Excursions Policy (latest version).
	Choose an item.
	Excursions Coordinator’s name:
	


	[bookmark: _Hlk505024527]The Excursions Coordinator MUST return this form and supporting documentation via their CEC/approved organisation email address to excursions@edinburgh.gov.uk. 
Ensure the Head of Establishment is copied into the email (confirmation of their approval). 



	[bookmark: _Hlk531631524]SECTION 11 Approval and Registration by the Sports and Outdoor Learning Unit
	To be completed by the S and OL Unit. 

	11.1 Date received:
	Click or tap to enter a date.
	11.2 Registered by:
	Choose an item.     If other, specify:
	Date:
	Click or tap to enter a date.
	11.3 Group Leader check (includes specialist DofE GL course):
	Name: 
	Choose an item.
	Training Date:
	Click or tap to enter a date.
	
	Name:
	Choose an item.
	Training Date:
	Click or tap to enter a date.
	
	Name: 
	Choose an item.
	Training Date:
	Click or tap to enter a date.
	
	Name: 
	Choose an item.
	Training Date:
	Click or tap to enter a date.
	11.4 Excursions Coordinator check: 
	Name: 
	Choose an item.
	11.5 Checked by Technical Adviser:
	Choose an item.     If other, specify:  
	Date:
	Click or tap to enter a date.
	11.6 Excursion Status:


	Choose an item.	Choose an item.	
[bookmark: _GoBack][bookmark: _MON_1605371563] 
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INSURANCE - Extract from the revised Excursions Policy.pdf


Extract from the revised Excursions Policy (June 2018) 
 


Section 5 INSURANCE 
  


5.1 INSURANCE  


 


 
It is essential that the Head of Establishment, Excursions Coordinator and Group Leader 


understand the different types of insurance and arrange additional CEC insurance cover for 


certain excursions. Each CEC establishment/service is responsible for ensuring appropriate 


and adequate insurance is in place for each excursion.  


 


Any questions should be directed via insurance@edinburgh.gov.uk. 


 


5.1.1 CEC Public Liability Insurance 


 
The Council’s insurance arrangements include Public Liability insurance. The policy caters for the 


Council’s legal liability for accidental death of or bodily injury or disease to any third party and 


damage to third party property. The policy is subject to normal terms and conditions and caters for 


volunteers assisting the Council in its activities.  


 
In order to pursue a successful claim against the Council, it is necessary for the third party to 


demonstrate negligence on the part of the Council or its employees. 


 


All supervising adults have a duty of reasonable care and the Council requires adherence with this 


Excursions Policy.  


 


This cover is automatic and does not need to be arranged for each excursion.  


This public liability insurance does NOT provide travel and personal accident insurance. 


  


 


 


5.1.2 Travel and Personal Accident Insurance  


 


The Council has NO automatic travel and personal accident insurance.  


 


This must be organised using the procedure below – section 5.1.2.1.  


 


The Head of Establishment, Excursions Coordinator and Group Leader are 


responsible for organising any additional insurance needs.  


 
Categories 1 and 2 excursions should not normally require travel and personal accident 


insurance. These are generally low risk UK based excursions.  


 


Parents are notified about travel and personal accident insurance in the KIC forms. This is new and 


provides clear information on insurance provision: 


 


! 







‘Unless informed by your school/establishment, I acknowledge that there is no City of Edinburgh (CEC) Travel and 


Personal Accident insurance arranged. The City of Edinburgh Council has a Public Liability Insurance Policy which caters 


for its activities as a public authority. Third party providers are required to have suitable Public Liability Insurance.’ 


 


Parents should be informed if additional travel and personal accident insurance has been 


organised.  


 


The following are examples of risks for when additional insurance cover may be appropriate in 


respect of many types of activity or excursion: 


   


• medical and related expenses (overseas travel only);  


• personal accident;  


• loss of baggage and/or personal affects/money;  


• cancellation or delay;  


• personal liability; and 


• legal expenses. 


This list is not exhaustive and the establishment should ask for advice if required.  


 
Establishments must arrange this travel and personal accident insurance for ALL 


OVERSEAS TRAVEL (day and overnight). 


 


 NEW: Establishments must arrange this travel and personal accident insurance for 


most OVERNIGHT EXCURSIONS. In certain circumstances, travel and personal accident 


insurance may not be required for an overnight excursion: short stay e.g. one/two night(s); low 


risk; and low cost overnight excursions relatively close to the establishment. Establishments must 


contact excursions@edinburgh.gov.uk to discuss. Parents must always be informed about 


insurance arrangements.  


 


This travel and personal accident insurance should be organised as soon as reasonably 


practicable and certainly before any payments are made to third parties. This ensures cover is in 


place for any qualifying cancellations.  


 


Transition arrangements: The Schools and Lifelong Learning Service will cover the cost of this 


insurance for Schools or Lifelong Learning establishments who have not arranged insurance for 


overnight excursions occurring up to and including the 30 September, 2018. These 


establishments should inform excursions@edinburgh.gov.uk that they qualify for this transition 


arrangement. The Sport and Outdoor Learning Unit will then inform the Insurance Team. If 


establishments have not submitted an old EE1 form, they should answer ‘yes’ to question 8.1 on 


the new EX4single or EX4multi forms. For excursions after the 30 September 2018, 


establishments will need to arrange CEC travel and personal accident insurance via the process 


below.   


 


 


5.1.2.1 Arranging additional travel and personal accident insurance via the Council 
 


Key Contact (Service Accounting Communities & Families): 


Jordan.Baillie@edinburgh.gov.uk   
Request a form via this contact.  


 


! 



mailto:excursions@edinburgh.gov.uk

mailto:excursions@edinburgh.gov.uk

mailto:Jordan.Baillie@edinburgh.gov.uk





This is the Council’s expected method for CEC establishments/services to arrange travel and 


personal accident insurance.  


 


The cost of cover will be charged to the CEC establishment/service involved.  


 


The Council has an annual policy in place. Cover is NOT automatic. This can be obtained by providing 


details of the trip to Service Accounting, Children & Families (key contact above). Use the contact 


details above to request a form.    


 


The Head of Establishment, Excursions Coordinator and Group Leader are responsible for 


ensuring appropriate and adequate cover. It is important that they liaise with the Insurance Team to 


ensure appropriate and adequate cover is in place.  


 
The key facts of this policy will be circulated annually via the Excursions Coordinator e-Update (October 


of each year).  
 


 


It is essential that establishments plan and deliver excursions effectively and adhere 


to this Excursions Policy to minimise the risk of claims. This helps the Council to keep 


the insurance premium as low as possible, which is to the mutual benefit of all 


establishments.  


 


 


 
Exceptional Circumstances – arranging additional travel and personal accident via a third 


party 


 


This is for exceptional circumstances only and will be considered on an individual basis with the 


Insurance Team. One scenario may be when a provider has suitable and compulsory travel and 


personal accident insurance included within the charge/excursion package.   


 


! 


! 
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[bookmark: _Hlk504751354]Technical Adviser Feedback					+++Nov18

‘Conditions Apply’ (excursion is NOT approved until these are met and communicated to the Sport and Outdoor Learning Unit):

		SECTION 1a Conditions (completed by the Technical Adviser):



		· 



		· 



		· 



		· 



		· 



		· 



		SECTION 1b ONLY applies if the technical adviser has ticked ‘Yes’:

		☐ Yes



		Please note that we have checked our Excursions Coordinator database and recorded the outcome in 10.4 of the EX form. Future excursions may not be approved if the Excursion Coordinator is not registered and/nor attended Excursion Coordinator training within the last 3 years. If this is listed as a condition above, this needs to be noted by the Excursions Coordinator and Head of Establishment. There is no need to complete Section 2 nor return this EX form (unless there are other conditions requiring a reply). Many thanks. 



Press ‘ctrl’ and hold, move your cursor over the ‘CLICK HERE’ label, and ‘left click’ to select the link below:

 

Excursion Coordinator Registrations (takes less than two minutes): CLICK HERE

Latest excursion training dates: CLICK HERE





		SECTION 2 Additional comments from the Technical Adviser:



		The excursion/excursion programme is not approved unless the conditions detailed in Section 1a above are met prior to departure and within any agreed timescales. It is the responsibility of the establishment to meet these conditions and to update the Sport and Outdoor Learning Unit. If there are any issues or concerns, please contact the Sport and Outdoor Learning Unit as soon as possible. 



IMPORTANT: Once the conditions have been met, please amend the form where necessary: complete the section below, including any comments, and return the EX form to excursions@edinburgh.gov.uk (copy the Head of Establishment into the email). The technical adviser will then add any comments and the form will be returned to you.

  



		SECTION 3 Comments from the Establishment when resubmitting the form:



		We have addressed all the conditions detailed above (Section 1a): Yes / No



Additional comments if required: 



(click save, close this document and re-save the ‘EX form’ – you will save this embedded document)

Once you have addressed the conditions and completed this section, please return the EX form with this embedded document to excursions@edinburgh.gov.uk. Copy the Head of Establishment into the email.  



		Reply from the Technical Adviser:



		Have the conditions been met? Yes / No

Is the excursion/excursion programme now approved? Yes / No



Technical Adviser:  

Additional comments: 

(we will then return this form to the establishment) 











Reasons for ‘Not Approved’:	

Please address the following priorities. The Sport and Outdoor Learning Unit will liaise with you to explore different solutions. Then re-submit the form. The Sport and Outdoor Learning Unit will retain this previous version. 

		Reasons

		Those selected with a tick apply. 



		Provider not approved. More detail from the Technical Adviser: 

		☐

		Some or all of the activities are not approved. More detail from the Technical Adviser:

		☐

		Form incomplete – insufficient detail. More detail: 

		☐

		No Group Leader (Theory) Training. At least one supervisory adult must have attended the training within the last 3 years (for Category 4 and from January 31, 2019 for Category 3 excursions too). CLICK HERE for training dates. 

Either organise an appropriate supervisory adult to attend training, or adjust supervision. 

		☐

		Group Leader Training is out of date. At least one supervisory adult must have attended the training within the last 3 years (for Category 4 and from January 31, 2019 for Category 3 excursions too). CLICK HERE for training dates. Either organise an appropriate supervisory adult to attend training, or adjust supervision. 

		☐

		Supervision has been assessed to be inappropriate – insufficient ratio. More detail from the Technical Adviser:

		☐

		Supervision has been assessed to be inappropriate – insufficient experience/qualifications. More detail from the Technical Adviser:

		☐

		Supervision has been assessed to be inappropriate – PVG. All supervisory adults on residential visits are required to have undertaken a PVG check. More detail from the Technical Adviser:

		☐

		Incorrect risk assessment template used. The Health and Safety Team require establishments and services to use the template across the Council. CLICK HERE for Orb access to risk assessment template. Please complete the correct risk assessment form template. 

		☐

		Insufficient detail about the Home Base Contact. Name/telephone number missing or insufficient cover for the duration of the excursion. More detail from the Technical Adviser:

 

		☐

		Incorrect form used. Suggestion from Technical adviser: 

		☐

		CEC Adventurous Activities Approved Provider - the Sport and Outdoor Learning Unit have not approved all activities. CLICK HERE to access the AP list. More detail from the Technical Adviser:



		☐

		Other:



		





		Additional comments:
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EX4 Multi Guidance Nov 2018.pdf


EX4multi – Guidance Notes                       Nov18 


These notes should be read in conjunction with the Excursions Policy CLICK HERE 


Important:  


Head of 
Establishment 


A named person with management responsibility for groups or individuals who 
are participating in excursions. This is the Head Teacher in a school.  
 
In certain C&F service areas, there may not be a designated Head of 
Establishment. If this is the case, services must identify and record a named 
person who will undertake the role and responsibilities in relation to excursions – 
see the ‘Roles and Responsibilities’ section in the Excursions Policy. 


 


SECTION 1 Establishment Details 


This section is used to identify the establishment, which can include a service area.  


Number Notes 


1.1 Record the full name of the establishment.  
 


1.2 List any relevant telephone number(s).  
 


1.3 This is the name of the Group Leader who has organised the excursion programme and 
is normally attending the excursion programme. It may be more than one person. 
  


1.4 This is normally the email address of the Group Leader.  
 


 


SECTION 2 Excursion Programme Details 


This section should provide details of the excursion. Please provide sufficient detail to allow a 


member of the Sport & Outdoor Learning Unit to evaluate the excursion programme and undertake 


a monitoring visit if necessary. 


Number Notes 


2.1 Follow the instructions.  Try and complete the whole programme. If a programme is 
incomplete, explain why.  
 


2.2 There are 4 ‘option’ boxes, each with a dropdown menu. Select the best fit description 
from the menu(s). You don’t need to fill in all 4 boxes. Use the ‘Other’ line if the menu 
options are not appropriate.  
 


2.3 Record the ‘Intended Outcomes’ for the excursion programme, which are normally 
agreed in advance with the Head of Establishment. 
 


2.4 Provide relevant detail about all location(s)/venue(s). For significant journeying 
including walks; appropriate route cards/maps should be attached.  Include details of 
all overnight accommodation.  
 


2.5 List any planned and significant non-adventurous activities.  



https://orb.edinburgh.gov.uk/excursions

file://///corpad.corp.edinburgh.gov.uk/departments/CF/EDUC_TOASTER_ARCHIVE/Sport/SPORTS/Excursions%20Policy/Excursions%20Policy/2017_Updates/LEAVE%20THIS/Live_Copy/USE/Excursions_Policy_FINAL_EDIT_30_May.docx%23_Section_2_ROLES





 


2.6 Include all modes of transport & details of transport providers.  
If using personal cars, you must read the relevant guidance in the Excursions Policy.  If 
using self-drive mini-buses, you should use Section 4.6 to record relevant Driving 
Licence & CEC Permit details.  
 


 


SECTION 3 Group Details (excluding supervisory staff) 


This is your opportunity to tell us about who you are taking on the excursion programme. 


Number Notes 


3.1 Record the number of intended participants, excluding supervisory staff. The 
Excursions Policy should be consulted for guidance on ratios.  
 
If exact numbers are not known, then record the maximum number. Updated numbers 
should be communicated to us. You do not need to inform us about unplanned 
absences e.g. illness on the day – non-attendance.  
 


3.2 and 
3.3  


Use the dropdown menu. If you have any participants who may require additional 
support, you should select YES and provide appropriate detail to demonstrate 
reasonable and appropriate adjustments/support.  This may include details of any 
specialist training.  
 


3.4 Include the age range (allocate number of participants per age group e.g. 6 S1 pupils) 
and any other relevant information, including previous participant experience. Note 
any planned changes to pupil numbers.  


 


SECTION 4 Supervisory Adults Details 


This section asks for details about the supervisory adults selected and approved by the 


establishment. You do not need to record staff belonging to third-party providers unless they are 


part of the general supervision ratio.  


4.1 Record the number of all supervisory adults due to attend the excursion programme. 
DO NOT include any senior pupils or other adults who require supervision. You may 
need to adjust the ratio depending on the nature of the group, supervisory adults’ 
experience, activity or any other relevant variables (weather, location etc). 
 


4.2 List the names of all supervisory adults planning to attend the excursion programme. If 
they are not known or are not yet recruited, add an entry per person using the 
abbreviation ‘TBC’ and fill in sections 4.3-4.9 giving details of the person specification 
you are using in your recruitment process. 
 
As an absolute minimum, a named Group Leader MUST be identified. 
 


4.3 Use the dropdown menu to select the best fit.  
 


4.4 Use the dropdown menu. 
 







4.5  Use the dropdown menu. Select YES if the person has current CEC Group Leader 
Training – GLT (Theory).  
 
GLT (theory) is valid for 3 years. Details will be checked against the database.  
 
NB: At least one person attending a Category 4 excursion MUST have a valid GLT 
(theory). From January 31, 2019 at least one person attending a Category 3 excursion 
MUST have a valid GLT (theory) too. GLT (theory) is NOT required for categories 1 and 
2 excursions.   
 


4.6 Record concisely any relevant staff qualifications/info. This will depend on the type of 
excursion programme and roles. Examples may include any specialist medical or 
additional needs training/qualifications; adventurous activity instructor qualifications 
(if they are supporting the delivery), first aid, relevant & appropriate driving 
entitlements etc. 
 
Qualifications should be valid. If they have expired, they should not normally be 
recorded.  
 


4.7 Record relevant experience.  
 


4.8 Use the dropdown menu to select Yes or No. 
 


4.9 Use the dropdown menu to select Yes or No. The first aid MUST be current. Most first 
aid awards are valid for 3 years. An out-of-date first aid award will render any 
Instructor Qualification invalid. First aid qualifications are not necessarily required. This 
will depend on the excursion.  
 


4.10 If you need to add additional staff, you can add rows as follows: 
 


1. Place the cursor in any of the blank cells on the last line (the last line for 
entering adult details). 


 
2. Right click on the mouse.  


 
3. Choose Insert. 


 
4. Choose Insert Rows Below.  


 
5. A new line appears.  


 
6. Copy the contents from the line above the new line (highlight the whole row, 


right click and select copy).  
 


7. Highlight the new line and press ‘control’ and ‘v’. This copies the menus into 
the new line.  
 


8. Repeat as necessary.  


 


 







 


 


 


SECTION 5 Overseas Travel Additional Information 


This section should be used to provide additional detail about an overseas excursion programme.  


Number Notes 


5.1 Please give as much detail as you can. 
If you are using a recognised travel company, please list any industry 
accreditations/affiliations/memberships e.g. ABTA, ATOL, School Travel Forum. 


 


SECTION 6 Adventurous Activities 


This section allows you to provide details about adventurous activities providers. If relevant, please 


make sure you check any CEC Approved Adventurous Activity Providers: CEC Approved Providers’ List. 


Check first and don’t pay any deposits until you are certain they are on the list.  


Adventurous activities are defined as higher risk activities. This could include activities such as, but 


not limited to: angling & fishing, boating, camping/overnight stays in bothies, canoeing & kayaking, 


caving, climbing & abseiling, cycling, foreign expeditions, gorge walks, horse riding, joint expeditions 


between schools, large scale sponsored walks, orienteering, paintballing & ‘war games’, remotely 


supervised activities & expeditions, sailing, skiing, swimming, walking, water skiing, white water 


rafting & windsurfing. 


All aerial activity (parachuting, hang-gliding, para-gliding etc) & all motorised activity (driving, 


karting, Segways, quad-biking etc) should be considered high risk. 


All excursions to trampoline parks are considered adventurous so should only take place at parks 


which are on the CEC Approved Adventurous Activity Provider list. 


If you are not sure if the activity you are considering is adventurous, please contact the Sport & 


Outdoor Learning Unit for further advice. 


Number Notes 


6.1 Select from the dropdown menu. If you select Bangholm, Benmore or Lagganlia you 
can go straight to Section 7. 
 
If you select ‘CEC approved provider(s)’, ‘other’ or ‘combination’, please provide 
additional information.  
 


 


SECTION 7 Home Base Support and Emergency Procedures 


This section should be used to make sure you have all the necessary emergency cover in place for 


your excursion programme. 


Number Notes 


7.1 Include the name and contact details of your Home Base Support (HBS) person. 
If you are using more than one person (on a rota basis), then include all names. 



https://www.edinburgh.gov.uk/directory/35/adventurous_activity_providers





The HBS is one of the most important elements of the Emergency Plan. 
 
It is acceptable to have more than one HBS; working on a rota basis when handover 
times are clearly identified, recorded, and agreed. HBS cover must be continuous for 
the duration of the excursion programme.  
 
The HBS must always be contactable.  
 


7.2 Choose from the dropdown menu. 
 
Every excursion programme must have access to a written emergency plan. This plan 
must include details of who to contact (with names and contact details), action to be 
taken and roles and responsibilities of all people in the action plan. 
 


7.3 Choose from the dropdown menu. 
 


 


SECTION 8 Travel and Personal Accident Insurance 


This section makes sure you have considered travel and personal accident insurance.  


Number Notes 


8.1 Choose from the dropdown menu. Ensure you read the embedded PDF document 
(double click to open).  
 


8.2 Complete if relevant.  
 


 


SECTION 9 Additional Information 


Add any relevant information.  


Number Notes 


9.1 Follow the instructions.  
 


 


 


SECTION 10 Approval by Head of Establishment and Excursions Co-ordinator 


This section should be used to ensure all Heads of Establishments are aware of and approve the 


excursion. 


Number Notes 


10.1 Choose from the dropdown menu.  
Only select Yes if the Head of Establishment is fully aware of this excursion programme 
and has given approval. 
 


10.2 Choose from the dropdown menu. 
 







10.3 Choose from the dropdown menu.  
 


10.4 Choose from the dropdown menu.  
 
Risk assessments must be completed using the current Health and Safety risk 
assessment template. 
 
Risk assessments should include transport and activities (risk assessments for approved 
activities delivered by the Approved Adventurous Activity Provider(s) are not required 
unless they have been significantly modified to support particular establishments).  
 
The Head of Establishment, Excursions Co-ordinator and the Group Leader must ensure 
that all aspects of the excursion programme have up-to-date and recently reviewed 
risk assessment(s).  
 


10.5 Choose from the dropdown menu.  
 


10.6 Choose from the dropdown menu.  
 
You should only select YES if you are satisfied the excursion programme fully complies 
with the Excursions Policy.  
 
If you are in any doubt, please seek advice from the Sports & Outdoor Learning Unit.  
 


 


SECTION 11 Approval and Registration by the Sports & Outdoor Learning Unit 


This section records the registration process and the outcome. 


Number Notes 


11.1 This records the date the Sport and Outdoor Learning Unit received the form. 
 


11.2 This records details of the person registering the form and the date it was registered. 
 


11.3 This checks that there is a current GLT on the excursion (if required) and the date it 
was completed. This is cross referenced against the GLT database. 
 


11.4 This checks the current Excursions Coordinator database and communicates key 
information.  
 


11.5 This records details of the technical advisor who has evaluated the excursion.  
 


11.6 The first cell records the outcome – either:  
 


1. APPROVED 
2. CONDITIONS APPLY (NOT approved until there are addressed) 
3. NOT APPROVED 


 
Then follow the instructions in the second cell.  







 
For outcomes 2 and 3, you will need to double click on the embedded feedback sheet 
to read the comments and follow the instructions.  
 
All excursions must be APPROVED and comply with all CONDITIONS before they go 
ahead. 
 
Any excursion that is recorded as NOT APPROVED MUST NOT take place. 
 


 


 


 


 


 


 






