
Educational Visits Procedure 
Residential UK and Overseas visits 

This is a two-stage process. Please ensure stage 1 is completed before moving to stage 2 
 

STAGE 1 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

STAGE 2 
 

Insurance declaration to 
Finance 

 

 

Risk & Safety Support Officer 
to issue unique reference 
number, allocate mobile phone 
and forward approval 
notification to course area, 
Finance and Human 
Resources 

 

 
Collect student 
deposits and 

Raise purchase order 

 

 
Completed emergency 

contact list to be emailed to 
educationalvisits@leeds- 

art.ac.uk 

 
 
 

Upload information to 
central file Response 
Team 

Provide visit pack to visit 

organiser 

 
 
 

Please note any alteration to the format of the forms will result in them being returned to the originator and 
may result in a delay in your application. 

 

Form to be completed by visit 
organiser. Visit form can be found at: 
Educational Visit – Residential UK & 

Overseas Visits  
 

Pro-Vice-Chancellor or 
Risk & Safety Manager to 
contact course directly to 
discuss 

Completed form to be submitted via 
email form to 

educationalvisits@leeds- 

art.ac.uk 

Risk & Safety Manager or Risk & Safety 
Support Officer will forward to Pro-Vice- 
Chancellor Academic/ Pro-Vice-
Chancellor Student Experience and 
Resources for review and approval 

Not approved by 
relevant Pro-Vice- 
Chancellor or Risk & 
Safety Manager 

If visit form is incomplete the Risk & 
Safety Manager or Risk & Safety 
Support Officer will return the form to the 
organiser 

 

Visit approved 

Course tutor 
(who is 
organising the 
visit) 

 
Risk & Safety  

Manager and Risk & 

Safety Support Officer 

 

Pro-Vice-Chancellor, 
and Risk & Safety 
Manager 

Course 
Administrator 

https://portal.leeds-art.ac.uk/content/educational-visits-residential-and-overseas
https://portal.leeds-art.ac.uk/content/educational-visits-residential-and-overseas

