IN SAFE
HANDS
Overseas Educational Visits:
Planning, Risk Management
and Contingency Guidance

Produced by
Peregrine Risk Management Consultants

INTRODUCTION
This document has been created to assist those nominated to prepare and plan an overseas residential
visit for a school. This document will help with the evaluation and assessment of the potential risks that
could be encountered, and provide a means to compile contingencies should the need arise.
This document has been developed to align with and complement National Guidance good practice, and
will not only provide a means to plan before you depart, but it will also act as an aide memoire whilst
overseas should an incident arise.
The risk assessment process and contingency planning form a crucial function during the initial preparation,
in addition to a final review/check nearer to the time of departure to ensure the assessed landscape has not
changed or potential risks that could impact the planned visit increased.
For each new visit, a ‘new’ Planning, Risk Management and Contingency process should be completed,
even when revisiting a destination. Your school will have its own planning system and this document, and
the supporting annexes will assist in this process.
Planning is the 1process of assessing risk and it forms the foundation and framework for all overseas school
visits. The supporting documentation developed within this toolkit have been designed so that by the end of
the planning phase you will have
a good understanding of the destination you are visiting
assessed the risks
a working playbook to assist you when you are travelling
Please note, this detailed process is only a means to prepare and support whilst overseas, Visit Leaders
and staff must also appreciate that there may also be a need to make dynamic risk-based decisions once
the trip has commenced.

2

FRAMEWORK
This toolkit contains the following appendices:
Annex A – Risk Assessment Template (G/SAGE)
Annex B – Risk Assessment Template (Formal)
Annex C – Risk Assessment Guidance and Considerations
Annex D – Contingency Planning (Low-Level)
Annex E – Contingency Planning (High-level)
Annex F – Evacuation Planning

FRAMEWORK
OVERVIEW
Risk assessment is a tool to enable pupils to take part in beneficial activities safely. It is a process, not a
piece of paper, although it is important (and a legal requirement) to record the key results of that process.
You should take a common-sense and proportionate approach to risk assessment and avoid unnecessary
bureaucracy and paperwork.
A risk assessment should be undertaken by a competent person (such as an experienced visit leader
familiar with the planned activities and venues). You may want to consider bringing the visit leadership
team together to do this, and if it makes sense to do so, to involve the participants. The written record
should be dated and indicate who completed it.
Risk assessment is a two-stage process:
1. Identify the potential benefits to be gained from an activity, and any significant risks to the health and
safety of those involved.
2. Plan and implement measures to reduce these risks as low as reasonably practicable without losing the
benefits, and use professional judgement to decide whether, in order to gain the benefits, the remaining
risks are acceptable.
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Risk assessments may be recorded at two different levels, generic and visit specific.
Generic Risk Assessment
Your school or employer is likely to have carried out generic risk assessments covering many of the risks
which might commonly be encountered during a visit. The results of such generic risk assessments are
often recorded in policies and procedures which you are required to follow. For example, it is common for
standard policies and procedures to cover areas such as safeguarding including vetting of staff, staff ratios,
approval of staff to lead various activities, emergency procedures, the use of external providers, transport,
etc. In addition, many employers and schools have adopted OEAP National Guidance, and require visit
leaders to follow this.
Visit-Specific Risk Assessment
You must carry out and record a risk assessment for any significant risks involved in your visit that are not
covered by your employer’s or school’s policies and procedures. In doing this you should consider all the
‘SAGE’ variables involved in the visit: the Staff, Activities, Group and Environment (see National Guidance
document 1b “Foundations”). The following National Guidance documents should help you to consider the
factors that might be involved in a visit overseas: 3.3e “Checklist – Visit Leader” and 7r “Overseas Visits”.
These documents provide links to other National Guidance documents that might be relevant to your visit.
Previous or Template Risk Assessments
Sometimes it is useful to use the record of a risk assessment from a previous visit, or a template or sample
risk assessment you have obtained, as a prompt in carrying out a risk assessment. However, it is important
not to copy this without considering it carefully. It is the process of carrying out a risk assessment that is
important in helping you to make decisions about your visit.
Recording a Risk Assessment
If your school or employer has requirements about how a risk assessment should be recorded, you should
follow these. Otherwise you should choose a format that you and other members of your leadership team
find to be clear and useful. Some examples of suitable formats are given in National Guidance document
4.3g “Risk Management – What to Record and How”.
Annexes A and B provide two alternative ways of recording the outcome of your risk assessment.
Using Providers
Many schools use a tour operator or other provider(s) to manage aspects of a visit overseas. It is important
to be clear about what aspects a provider is responsible for, and what aspects you are responsible for.
You must assess and manage the risks associated with the aspects for which you are responsible, for
example: supervision of the pupils except at times when this has been handed over to a provider; any
activities (including travel) organised or led by school staff. You are also responsible for ensuring that any
provider you select is suitable.
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Providers must assess and manage the risks associated with the aspects that they are responsible for. Any
results of a provider’s risk assessment requiring action by you should be clearly explained in information
(such as safety guidance) provided to you. This should include information that helps you with planning and
with making best use of the opportunity, for example:
Are there any particular hazards or threats that need to be considered in visit planning and supervision?
Does the provider have any rules or conditions with which they expect you or your pupils to comply?
What options are available if the conditions or circumstances don’t allow for the planned activities or
programme?
What practical information is available to help planning and making best use of the opportunities?
Further information about selecting and working with providers can be found in the following National
Guidance documents:
4.4g “Selecting External Providers and Facilities”
4.4h “Using External Providers”
3.2i “Contracts and Waivers”
Further Advice and Guidance
Further guidance about risk assessment and risk management is available in the following National
Guidance documents:
4.3c “Risk Management – an Overview”
4.3f “Risk Management – Some Practical Advice”
For specific advice you should consult your school’s Educational Visits Coordinator (EVC) or Headteacher,
who should have access to an Outdoor Education Adviser (or equivalent role) appointed by your employer.
G/SAGE Risk Assessment The G/SAGE risk assessment process is under-pinned and recommended by
National Guidance and follows the below methodology:
General
Staff
Activity
Group
Environment
Annex A provides a simple template for recording the outcome of your assessment of the risks. This
process and assessment should be researched, discussed, and assessed prior to the visit taking place. The
document allows you to assess each risk following the below criteria:
Risk – The risk that has been identified that could impact the visit
Controls/Actions – Protective controls to reduce the likelihood and reactive controls to reduce the impact
and any tasks, activities or controls that require actioning prior to the visit commencing
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ISO 31000 provides a formal methodology for assessing risks that you may find helpful. Its process is as
follows
Establish the context
Benchmark risk appetite and tolerance
Identify the risks
Analyse the risks
Evaluate the risks
Treat the risks

To assess a visit’s risks and to adequately treat and reduce the potential for harm it is important that the
following are identified and applied:
Protective Security Controls (PSC) are required to reduce the Likelihood
Reactive Security Controls (RSC) are required to reduce the Impact
When assessing a visit’s feasibility and risk it is advised that a discussion/steering group is developed that
includes all members of the visit team. This collaborative approach involving each member will encourage
ownership, gain a collective approach and draw on differing experiences, knowledge and perception.
Annex B provides a means of recording the outcome of your assessment of the risks if you use ISO 31000
methodology.
Guidance for the Visit Leader can also be found at https://oeapng.info/visit-leader/.
Risk Assessment Guidance and Considerations
To support schools with the risk assessment process a list of considerations has been compiled. This list is
not exhaustive but will provide a baseline for you to assess when carrying out discussions, assessment and
evaluation of the risks that could potentially impact your visit. This document can be found in Annex C.
Contingency Planning (Low-Level)
Contingency planning is a crucial component in reducing the impact of an incident should one occur that
either directly or indirectly impacts a visit. The low-level contingency planning document allows you to
collect information that will allow you to react quickly and reduce the potential impact of an incident. This
document can be found in Annex D.
Contingency Planning (High-Level)
If a more detailed approach is warranted due to the assessed risks, then the high-level contingency
document will provide a platform to compile more reactive measures. This document will help you pull
together the resources required to support an incident. Within this document you will be able to:
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Create an incident response flow chart
Identify members of the Incident/Crisis Management Team
Understand the different levels of event disruption
Allocate roles and responsibilities
Create a summary of the visit risks
Shelter-in-Place, Relocation and Evacuation criteria
Identify potential trigger points
Incident/CMT response guide
This document is a baseline template that can be adjusted and enhanced if required, this document can be
found in Annex E.
Evacuation Planning
When creating an evacuation plan, careful consideration should also be given to the cover provided by your
chosen insurer and the levels of support that can be expected should an evacuation be required. This
document can be found in Annex F and follows the below areas for consideration:
Evacuation scenarios
Evacuation concept
Transport
Lodging
Food / Water / Equipment
Insurance
Communication
Security/Medical Support and Consultancy
Planning Considerations
Enduring challenges

SUMMARY
This document and the supporting annexes are a guide for you and schools to assist in the planning
process prior to overseas visits. The templates are not exhaustive and can be adapted to suit. Should you
require any support please contact Peregrine Risk Management operations@peregrine-rm.com
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School Travel Forum
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Tel: 01989 764 242
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