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1. Policy Rationale 
 

There is a wide divergence in the type of out of college educational activities (OCEAs) 
provided for students at Ballyfermot College of Further Education (BCFE). These range 
from short activities to vocationally relevant locations within Ireland to international 
college OCEAs. The objective of an educational activity should be to provide a significant 
benefit in the educational, intellectual, cultural, and social development of the 
participating students in a way that cannot be provided by in-college activities alone. 
 
To meet this aim college off-campus activities should be an extension and reinforcement 
of curriculum activities and where the activity is aimed at a specific vocational group 
should be designed to include the maximum number of students possible from that 
group. 
 
2. Scope and Method 

 

2.1 This policy applies to all personnel within BCFE’s community, staff and students. 
2.2 This policy also applies to those who participate as personal assistants in OCEAs 

whether employed as a personal assistant or volunteering as a personal assistant 
either for day or overnight. 

2.3 This policy and procedure will be reviewed every three years. 
2.4 Students are asked to sign the student contract once that they have been selected 

to participate in an OCEAs. 
2.5 Teaching staff are asked to ensure that sufficient notice is given of all OCEAs to 

the Principal or relevant Deputy Principal (see figure 1 on page 15). 
 

3. Policy Objectives 
 

This policy seeks to assist staff in the planning of OCEAs, so that they are aware of all 
necessary planning and precautions, which must be observed to provide for the health 
and ensure safety of staff and students. The following objectives are: 
 

3.1 That the health, safety and welfare of our students is safeguarded by ensuring that 
appropriate care is taken. 

3.2 That students gain maximum educational benefit and enjoyment from all OCEAs. 
3.3 To assist staff in the planning of OCEAs and outings, to advise staff of all necessary 

precautions which must be observed to provide for the health and safety of staff 
and students. 

3.4 To clarify expectations of staff and students for all OCEAs and to outline the 
conditions whereby a student may be refused permission to be included on an 
OCEA. 

3.5 To ensure all college OCEAs should have stated aims and objectives in line with 
the curricular aims of the college. 

3.6 To recognise that teachers who take part in OCEAs do so voluntarily and therefore 
are fully supported in their endeavours by the senior leadership team (SLT), board 
of management, staff and students. 
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4. Out of College Educational Activities - OCEAs  
 

4.1 OCEAs may take place during the college day or may extend beyond normal college 
hours. 

4.2 On all OCEAs, there must be an appropriate ratio between the number of students 
and the number of staff travelling. This ratio will vary depending on the nature of the 
OCEA and the age of the students travelling. 

4.3 Organiser/s must liaise with the relevant course coordinator and student support 
officer (SSO) regarding students and supports needed. 

4.4 A Risk Assessment form will need to be filled out prior to an OCEA (Appendix 1). An 
accident/incident Report Form must be completed for all accidents or incidents which 
occur during an OCEA and given to the Principal or relevant Deputy Principal 
(Appendix 1). 

4.5 Every effort will be made to include students with a medical condition or student with 
additional needs,  ensuring the college can manage the needs of the student(s) 
without compromising the health and safety of the student in question or the other 
students participating or the itinerary of the OCEA. Each case will be considered on an 
individual basis in consultation with teachers, organiser/s and the SLT. 

4.6 Alongside this policy, organiser/s will organise an initial and final information session 
in the college whereby specific details such as itinerary, procedures, expectations etc. 
will be discussed with the staff and students involved. 

 

5. BCFE Code of Conduct 
 
5.1 The Code of Conduct Policy of BCFE applies to all students of and relates to all college 

activities, both during and outside of normal college hours; it applies both on and off 
the college grounds and anywhere students are representing the college. 

5.2 Before a student is accepted onto an OCEA, their application to their course, 
attendance, participation in class, whether their assignments are up to date or not will 
be taken into consideration. 

5.3 Following acceptance of place on an OCEA, if a student has been found in serious 
breach of the college’s code of conduct, the college reserves the right to refuse the 
student their place. This may mean the student forfeiting any payments to date e.g., 
plane ticket and accommodation (if applicable). 

5.4 Where a student’s conduct is deemed to jeopardise the wellbeing of the OCEA or 
themselves, that student may be sent home by the organiser/s of the OCEA in 
consultation with the SLT. This process will be documented (i.e., witness statements) 
by the organiser/s of the OCEA and forwarded to the SLT. Any costs associated with 
students being sent home, including costs associated with a teacher accompanying 
the student home will be recovered from the student after the OCEA has concluded. 
 

6. Responsibilities of the participating students 
 

6.1 To abide by the instructions of organiser/s and staff on the trip. 
6.2 To declare if they require additional supports in advance of applying to participate 

on a trip. 
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6.3 To disclose their medical and next of kin details to the organiser/s 
6.4 To ensure that they have enough money to support themselves while on the trip 
6.5 To complete all relevant documents relating to the OCEA (see figure 1 on page 15) 
6.6 To comply with the same standards of conduct as when on campus BCFE. 
6.7 To be punctual, take direction and follow instructions from all staff members and 

those in a position of leadership while on college OCEAs 
6.8 To be responsible for their own belongings. It is unwise for students to bring valuable 

personal items on college OCEAs, and any damage incurred to personal belongings 
occurred will not be the responsibility of the college or its staff 

6.9 To respect the property of others 
6.10 To sign a contract, outlining the rules and expected conduct for the OCEA 
6.11 To ensure they are fully briefed on all arrangements by attending two information 

sessions prior to travel.  If unable to attend, the student/s must inform the 
organiser/s in advance. 

6.12 To inform the organiser/s if they are on medication and the details in the event of an 
emergency. All participants must complete confidentially complete a medical details 
form prior to all OCEAs (Appendix 2). Students travelling on an international OCEA 
will be required to have an up to date European Health Insurance card 

6.13 To ensure their phone is charged and operational on the trip 
6.14 To observe good health and safety practices while on an OCEAs 

 
7. Responsibilities of the participating organisers/ teachers 

 
7.1 To make a request to go on an OCEA to the Principal and relevant Deputy Principal 

keeping in mind events within the academic year.   Sufficient  notice should be given 
for all OCEAs (see figure 1 on page 15) 

7.2 To obtain approval for OCEAs from the Principal or relevant Deputy Principal 
7.3 Ensure permission is sought from parents/ guardians for any student who is under 

the age of 18 years of age (Appendix 3 and Appendix 9) 
7.4 Liaise with the relevant coordinator and SSO in BCFE regarding students and any 

additional support needed 
7.5 Organise/Attend an initial and final information meeting with the students involved. 

These information meetings should outline the itinerary, health and safety 
considerations, and expectations of students involved 

7.6 The OCEA organiser/s should an emergency contact number for students travelling 
on an OCEA. Alongside this, the OCEA organiser/s will have confidentially collected 
medical details of those students attending the OCEA (Appendix 2) 

7.7 Teachers and students will act in a professional, responsible manner (including the 
consumption of drugs and alcohol), be mindful of boundaries and having regard to 
the fact that they are in the company of students. Teachers will maintain the same 
standards of care as applied in a college situation and abide by the Teaching Councils 
Professional Code of Conduct and the City of Dublin ETB code of conduct for staff 

7.8 All teachers taking part in OCEAs will sign a document outlining their role and 
responsibilities (Appendices 6, 7 and 8) 

7.9 Double check all documents are available on the OCEA teams portal (e.g., itinerary) 
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7.10 Be mindful of the DES guidelines regarding Child Protection, teachers will act in a 
responsible manner having regard to the fact that they are in the company of young 
adults who may be under the age of 18 years of age 

7.11 Upload all documents (itinerary, attendance at the initial and final preparatory 
meetings, student medical details and next of kin forms, student responsibility 
contracts, and OCEA evaluations ) to the OCEA teams portal 
 

8. Provision for Students with Additional Needs 
 

BCFE recognises that an OCEA is a valuable educational experience particularly for students 
with additional needs, however, examining their individual students’ strengths and needs, the 
student need for support individuals (if applicable), health and safety risks, budgetary 
constraints, the OCEA itinerary, staffing resources and, suitability of the OCEA, will have to be 
examined in preparation for the OCEA. 
 
The OCEA organiser/s, coordinator, with assistance from the SSO will look at each student with 
additional needs who wishes to go on an OCEA, individually, in consultation with other staff 
members and the student themselves. While the college will endevour to facilitate students 
with additional needs attend OCEAs, it will exercise reasonable accommodations in its 
decision-making. The ultimate decision on whether a student with additional needs can 
participate in an OCEA rest with the Principal and Board of Management (BOM) after 
consultation with the OCEA organiser/s, coordinator, teachers, SSO and DSO. 
 

8.1 Students with specific needs/circumstances are obliged to inform the organiser/s in 
writing of the needs/circumstances prior to applying to take part in the OCEA.  
Usually, students with additional needs notify BCFE in advance of commencing their 
course but this is not always the case 

8.2 BCFE will endeavour to enable all students, including those with additional 
needs/circumstances, to participate fully in OCEAs.  Since BCFE places the safety and 
welfare of the whole group as its primary concern, it may not always be possible to 
facilitate a student with additional needs, to participate on an OCEA. The Principal, 
in consultation with the BOM, organiser/s, coordinator, teachers and SSO will make 
the final decision on the participation to any student 

8.3 Due to the potential risks associated with OCEAs adequate notice must be given for 
both day and overnight OCEAs (see figure 1 on page 15).   Students are requested 
to identify if they have a special need at application, at interview and at induction.  
Failure to declare a special need could result in the student not being allowed to 
participate on an OCEA.  It is therefore in the student’s best interest to declare a 
special need so that this can be adequately planned for to ensure a safe and 
successful learning experience for all concerned 

8.4 Students with specific additional needs may have to provide medical evidence that 
they are fit to complete the OCEA in question.  This is to ensure that the experience 
is beneficial and worthwhile for all involved 

8.5 Where one-to-one attention is required, the student will be obliged to have a 
personal assistant accompany them.  The prospective personal assistant must apply 
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in writing to the Principal for approval to accompany the student.  If approved, the 
personal assistant will be required to participate in the OCEA as fully as possible and 
must agree to be subject to the same regulations as all other participants.  The 
organiser/s will furnish the personal assistant, in writing, with the itinerary and all 
relevant information 

8.6 The personal assistant will be responsible for the care of the student at all times 
during the OCEA.  The cost associated with having a personal assistant is the matter 
between the student and personal assistant 

8.7 As BCFE is not responsible for any extra cost incurred, the student needs to arrange 
his/her own insurance cover for his/her personal assistant for the OCEA 

8.8 BCFE will not accept responsibility for defective insurance cover, nor will BCFE accept 
any liability for any Illegal/unacceptable actions of a personal assistant 

8.9 Requirements must be discussed with the organiser/s as soon as possible to ensure 
that the student can be facilitated on either a day OCEA, overnight OCEA or 
international OCEA.  The organiser/s must bring this matter to the attention of the 
Principal or relevant Deputy Principal at this stage to ensure that student needs can 
be met.  The following must be completed to ensure that the student with additional 
needs/ circumstances can attend the OCEA safely: 

 
8.9.1 Complete a risk assessment of the OCEA to establish any risks associated in 

the first instance to the student and in the second instance to the entire group 
(Appendix 1) 

8.9.2 Prepare a briefing document in conjunction with City of Dublin ETB to advise 
BCFE’s Public Liability Insurers 

8.9.3 Seek additional information if required from both the student and the 
personal assistant 

8.9.4 Ensure that the personal assistant is adequately qualified to complete the 
OCEA to protect the well-being of the student 

8.9.5 Ensure that the personal assistant has individual insurance if requested by 
BCFE’s Public Liability Insurers 

8.9.6 Ensure that the personal assistant’s accommodation arrangements are 
suitable to ensure that the student’s needs are met 

8.9.7 To work with external providers of the OCEA to ensure that all information is 
provided, and they are in agreement with the attendance of a personal 
assistant on the OCEA 

 
Where it is agreed that the student(s) with additional needs can participate in OCEAs the 
student is obliged to have all arrangements in place 6 weeks prior to the OCEA.  The student 
may be obliged to arrange specific insurance cover based on the City of Dublin ETB’s 
assessment of the OCEA.  The Principal must receive, in writing, insurance details no later 
than two weeks prior to the OCEA.   
 
Personal assistants accompanying BCFE students on OCEAs must be fully qualified whether 
they are paid or completing the OCEA in a volunteer capacity. The following qualifications are 
essential, and evidence must be provided to the organiser/s during the planning stage.  Failure 



 

   

Version 1: BCFE Out of College Educational Activities Policy  8 
 

to supply in date evidence could result in the personal assistants not being allowed on the 
OCEA even though all other arrangements are in place. 
 

• Manual Handling Qualification 

• Qualification specific to the learning need i.e. Sign Language Interpreter 

• Health and Safety Qualification 

• Garda eVetting 
 
9. Students Under 18 Years 

 
Students under 18 years of age must provide the organiser/s of the OCEA with a letter of 
consent from their parent(s) /guardian(s) prior to participating on an OCEA (Appendix 3 and 
Appendix 9). 
 
10. Communication during OCEAs 

 
Mobile phone communication between teachers/supervisors and students on the OCEA may 
be necessary. A mobile phone is available from the college. Staff members are not required 
to give their personal mobile numbers to students. 
 

It is the responsibility of the organiser/s to: 
 

10.1 Pre-book the mobile phone so that clashes can be avoided.  In the event that a clash 
occurs an overnight or international OCEA will take priority. In the event that more 
than two day/field OCEAs clash, the phone will be given to the organiser who books 
the date first 

10.2 Collect phone for the event from the administration office. 
10.3 The phone should be charged with the phone number given distributed to the 

students 
10.4 Return the phone to the administration office once the OCEA is completed 
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11. OCEA:  Day Events / Overnight in Ireland 
 
It is the responsibility of the organiser/s to: 

 
11.1 First discuss the proposed the proposed OCEA with relevant staff and provide them 

with details by email. 
11.2 Complete a written proposal to the Principal or relevant Deputy Principal at least 2 

months in advance to include a completed risk assessment (Appendix 1). 
11.3 Inform students of all arrangements verbally in class, and outline arrangements 

either posted on the Moodle/ Teams or sent via email.  It is important for 
accountability and insurance purpose that arrangements are made in writing. 

11.4 Conduct initial and final briefing sessions prior to departure, which staff and students 
participating in the OCEA are obliged to attend. These information meetings should 
outline the itinerary, health and safety considerations, and expectations of students 
involved. A record of staff and student attendance at these meetings should be 
uploaded to the OCEA teams portal. 

11.5 Inform relevant staff by email of final arrangements, including arrangements for 
those students that may not be participating in the event. 

11.6 Where applicable, students should be required to keep a written record of their 
observations for use in subsequent coursework. 

11.7 Carry out an evaluation after the OCEA with students in order to maximise benefits.  
This may include photographs and students achievements which could be shared on 
BCFEs social media platforms. The evaluation should be uploaded to the OCEA teams 
portal and disseminated to BCFE staff to inform future activities and partnerships. 

 
12. OCEA:  International Events (excluding International Projects) 

 
It is the responsibility of the Organiser/s to: 

 
12.1 First discuss the proposed the proposed OCEA with relevant staff and provide them 

with details by email. 
12.2 Complete a written proposal to the Principal or relevant Deputy Principal at least 3 

months in advance to include a completed risk assessment (Appendix 1). 
12.3 Inform students of all arrangements verbally in class, and outline arrangements 

either posted on the Moodle/ Teams or sent via email.  It is important for 
accountability and insurance purpose that arrangements are made in writing. 

12.4 Where applicable, submit details and arrangements for non-participating students, 
to the Deputy Principal at least 5 days in advance of the OCEA (Appendix 11) 

12.5 Conduct initial and final briefing sessions prior to departure, which staff and students 
participating in the OCEA are obliged to attend. These information meetings should 
outline the itinerary, health and safety considerations, and expectations of students 
involved. A record of staff and student attendance at these meetings should be 
uploaded to the OCEA teams portal. 
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12.6 Inform relevant staff by email of final arrangements, including arrangements for 
those students that may not be participating in the event. 

12.7 Submit a written itinerary at least 2 weeks in advance of the OCEA to the Principal or 
relevant Deputy Principal and relevant staff. 

12.8 Carry out an evaluation after the OCEA with students in order to maximise benefits.  
This may include photographs and students achievements which could be shared on 
BCFEs social media platforms. The evaluation should be uploaded to the OCEA teams 
portal and disseminated to BCFE staff to inform future activities and partnerships. 

 
13. OCEA: International Projects (Erasmus+ and The Centre for the Creative Arts, Zambia) 
 
International projects are defined as projects involving a partnership between BCFE and 
an Educational or Training institute in a country other than Ireland. BCFE and Training is 
committed to promoting this international dimension of vocational education and 
training. Through our participation on international projects, BCFE seek to: 
 

• Introduce students to the practical use of other languages and familiarise them 
with a variety of cultures. 

• Familiarise students with the internationisation strategy 

• Improve social competence 

• Achieve a better understanding of qualifications needed and opportunities 
available in the European Union and International Job market 

• Improve the students qualification for the home job market by improved digital 
competencies and foreign language skills  

• Consolidate and enhance existing partnerships. 

• Exchange experience of educational delivery with our partners and identify and 
implement examples of best practice across the vocational education sector. 

• Involve teachers in educational exchange visits, work shadowing and international 
courses. 

 
To achieve these objectives, BCFE aims to participate in and seek funding for a wide 
variety of project types. Through participation on these projects, we can provide support 
for the transnational mobility of people undergoing or responsible for vocational training. 
We seek to improve the skills and competencies of people in initial vocational training at 
all levels, to improve the quality of, and access to, continuing vocational training and the 
lifelong acquisition of skills and competencies and to promote and reinforce the 
contribution of vocational training to the process of innovation, with a view to improving 
competitiveness and entrepreneurship.  
 
In addition, BCFE will participate in the process of establishing collaborations between 
providers of vocational education and training (VET) in different countries through 
involvement in multilateral projects around a specific theme or the organisation of 
conferences, exhibitions and visits in order to exchange experiences, practices and 
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methods. These outcomes can take the form of the development of models of good 
practice, development of teaching and learning material for staff and learners, website, 
videos, newsletters or magazines. 
 
13.1 International Project Organisation 
 
Members of staff have been designated to coordinate the college’s international project 
activities, to define and advise on the college’s international objectives and priorities, 
and to establish what future possibilities there may be in this area. BCFE will strive to 
involve as many teachers as possible in our international project activities. 
 
International projects need to be planned well in advance for each academic year. As 
such a minimum notice period of 10 weeks is required to organise travel, 
accommodation, documentation, information meetings, and subsistence requests. A 
request to facilitate an international mobility with less than 10 weeks’ notice cannot be 
facilitated. 
 
13.2 International Project Student Selection 
 

Participation on International projects is open to all students of the college. BCFE aim to 
achieve a diverse and inclusive  balance across a wide age spectrum, to include students 
with disabilities and those with educational or social disadvantage. 
 
Students must make a formal application to participate on a project. A formal evaluation 
process will then take place which may include an interview. The student’s attendance 
record, record from previous participation on work placement, vocational ability and 
general application to their studies will be examined. Other factors may also be taken 
into account depending on the nature of the specific project. These may include language 
ability, student ability to contribute to the project as a whole etc. The needs and 
limitations of our partner college and available accommodation will also be taken into 
account and these may impose limitations on the range of vocational areas that may be 
included in a project.  
 
While the college will endevour to facilitate students with additional needs take part in 
international projects, it will exercise reasonable accommodations in its student selection in 
consultation the organiser/s, coordinator, teachers and SSO, partner college and employer. 
 
Once a student has been selected to participate on a project, they will be asked to sign a 
formal project contract. Participating students will be expected to participate fully in the 
preparation as well as other project related activities. Students who are unsuccessful in 
their application for an international project OCEA will be contacted by the project 
coordinator. 
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During the mobility phase students will be expected to participate fully on all aspects of 
the project, to comply with all reasonable instructions given by our partner college and 
host employer and to behave in a manner that generally enhances the image and 
reputation of BCFE. Students on mobility remain subject to the college’s Code of 
Conduct. 
 
Within two weeks of the completion of the mobility phase students must return all 
project documentation. Failure to do so could result in the college withholding the final 
subsistence amount (for Erasmus+), withholding final certification, and not being 
invited to their graduation ceremony. 
 
13.3 International Project Teachers 
 
Project teachers for individual projects will be organised on an annual basis following 
consultation between the Principal and relevant international project coordinator. 
Participation as a project teacher is voluntary. With support from the international 
project coordinator, project teachers will take on the following responsibilities: 

• Visit our partner college 

• Visit employers participating on the project and submit project documents (e.g., 
learner agreement, complement and certificate of attendance) on behalf of 
participating students 

• Supervise Cultural visits etc. 

• Supervise and/or participate fully in project activity, meetings etc. 

• Collect and return project documents from the employer and return to the project 
coordinator 
 

It is the responsibility of the organiser/s to: 
 

• Oversee the student selection process. 

• Communicate with the successful and unsuccessful applicants. 

• Prepare and collect the relevant project documentation from project teachers 

• Conduct initial and final briefing sessions which staff and students participating in the 
OCEA are obliged to attend. 

 
13.4 International Project Dissemination 
 
BCFE recognise the importance of dissemination for all International Projects. To this end 
the organiser/s with responsibility for international projects will keep staff and students 
informed about current projects. Dissemination to a wider audience will be achieved 
through providing information about International Projects in college literature e.g., 
Prospectus, Student diary etc., through reports to the college board of management and 
through the local media. 
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14. International Travel and Additional Transfers 
 
Travel to and from international destinations in all circumstances has to be based on the best 
arrangements available from the travel agents on contract with City of Dublin ETB. Additional 
travel transfers (e.g., taxi’s, etc.) will only be arranged where no public transfer options 
(e.g., buses, trains, etc..) are available. BCFE staff travelling on international projects will not 
be reimbursed for transfers they arrange where public transport was available. 
 
15. Briefing sessions prior to OCEAs and relevant documentation 
 
For day events, overnights in Ireland and international OCEAs, a detailed initial and final 
briefing session should take place prior to departure, which staff and students participating 
in the OCEA are obliged to attend. These information meetings should outline the itinerary, 
health and safety considerations, and expectations of students involved. 
 
For these briefing sessions a briefing document for staff and students must be prepared by 
the organiser/s.  This should be in the form of a presentation with copies distributed to all 
staff and students who must sign that they have attended this briefing session and received 
the documentation. 
 

The briefing document should contain 

• Address and location details of the accommodation 

• Travel arrangements 

• Accommodation arrangements i.e., room sharing etc 

• Itinerary 

• List of items to bring 

• Health and Safety Requirements 

• Rules and regulations of the accommodation/training centre. 

• Risk assessment of the event, outlining risks that staff and students need to be aware 
of 

• Educational purpose of the OCEA and what is expected of staff and student 
 
Staff and students should receive 

• A copy of the presentation 

• Travel and accommodation details 

• List of items to bring 

• Full itinerary of the OCEA 

• Consent Form to be signed 

• Outline of the educational purpose of the tip 
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16. Post OCEA Evaluation 
 

A post OCEA evaluation form should be completed by the tour organiser/s after each OCEA. 
The following areas should be considered: 
 

• Student Feedback 

• Accommodation 

• Facilities 

• Activities 

• Value for money 

• Tour Operator 

• Transport coaches/flights etc. 

• Student Conduct 

• Recommendations for future OCEAs 

• Accidents/Incidents 

• Pictures and student accounts of the college tour will be used on the public 
relations platforms. 

 
17. Medical  Emergency/Accident/Incident 

 

• In the event of a medical emergency, the organiser/s must seek medical aid as quickly 
as is possible by dialling the emergency services 999 or 112 if within the EU. 

• Students are requested to store a number of ICE (in-case of emergency) numbers in 
their mobile phone so that family contact can be made.  Suggested format:  Contact 
name:  ICE Mother, ICE Father etc. 

• The organiser/s should contact the Principal/Deputy Principal as soon as possible with 
information about the Emergency/Accident/Incident. 

• BCFE may, at the Principal’s discretion, contact the family/next of kin to inform them 
of the situation.  

• An incident/accident report form must be completed by the organiser/s as soon as 
possible following the Incident/accident and should be submitted to the Principal 
within 24 hours of return (Appendix 11). 

• Organiser/s should not engage in discussions on the nature of the emergency to non-
relevant third parties.  
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 Minimum Proposal  Minimum Proposal   

Notice: 2 - 3 Weeks  Notice: 10 Weeks 
(if no flights or accommodation  (if flights or accommodation   
are involved)   are involved)   

    
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

Figure 1 
Please Note:  

• Travel to and from international destinations and accommodation in all circumstances has to be based 
on the best arrangements available from the travel agents on contract with City of Dublin ETB. Please 
check with the main office with respect to this. 

• Additional travel transfers (e.g., taxi’s, etc.) will only be arranged where no public transfer options 
(e.g., buses, trains, etc..) are available. BCFE staff travelling internationally will not be reimbursed for 
transfers they arrange where public transport was available. 

OCEA: Day Events / 

Overnight in Ireland 

OCEA: International 

Travel 

OCEA: International 

Projects (e.g., Erasmus+) 

Documents Required: 
 

a) Risk Assessment Form (Appendix 1) 

b) Medical Details and Next of Kin Form (Appendix 2) 
 

c) Student Responsibility Contract for OCEA (Day Event) (Appendix 3) 

d) Student Responsibility Contract for Overnight/ International Travel (Appendix 4) 

e) Student Responsibility Contract for International Projects (e.g., Erasmus+) (Appendix 5) 
 

f) Teacher Responsibilities for OCEA (Day Event/ Overnight in Ireland)  (Appendix 6) 

g) Teacher Responsibilities for International Travel (Appendix 7) 

h) Teacher Responsibilities for International Projects (e.g., Erasmus+) (Appendix 8) 

i) Parental Consent Form (if applicable) (Appendix 9) 

j) Incident / Accident Report Form (Appendix 10) 

k) Teacher on OCEA / Staff Development Form (Appendix 11) 

 

 

The OCEA organiser is required to organise an initial and final briefing session prior to departure, which 
staff and students participating in the OCEA are obliged to attend.  
 
These information meetings should outline the itinerary, health and safety considerations, and 
expectations of students involved. All information from these meetings should be sent to students and 
participating teachers electronically (Moodle/ Teams/ Email). 

• Student Participants (Selection Process Required for International Projects) 

• Examination of requirements needed for student participants with additional needs 
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Appendix 1: Risk Assessment Form 
 
Health and Safety Authority – College Offsite Activity (Risk Assessment Form) Link 

 
Appendix 2: Medical Details and Next of Kin Form 
 

Medical Travel & Next of Kin Form.pdf  
 
Appendix 3: Student Responsibility Contract for OCEA (Day Event /Overnight in Ireland) 
 

Responsibility_Contract_OCEA.pdf 

Appendix 4: Student Responsibility Contract for International Travel 
 

BCFE Student Responsibility Contract for Overnight - International Travel.pdf 

Appendix 5: Student Responsibility Contract for International Projects (Erasmus+) 
 

BCFE_Erasmus+_Code_of_Conduct-Agreement.pdf 
 
Appendix 6: Teacher Responsibilities for OCEA (Day Event / Overnight in Ireland) 
 

Teachers – Responsibilities OCEA Overnight Ireland.pdf 

Appendix 7: Teacher Responsibilities for International Travel 
 
 Teachers – Responsibilities Overnight International.pdf 

Appendix 8: Teacher Responsibilities for International Projects (Erasmus+) 
 

Accompanying Teachers on Student Mobilities – Responsibilities_.pdf 

Appendix 9: Parental Consent Form 
 
U18_Permission_Document_General.pdf 
 

Appendix 10: Incident/ Accident Report Form 
 

Document TBC with BCFE Office / Link TBC 
 

Appendix 11: Teachers on OCEA – Alternate Arrangements Form 
 

Teachers_on_OCEAs_Alternate_Arrangements_Form.pdf 

https://cdetb-my.sharepoint.com/:b:/g/personal/kenneth_rea_bcfe_cdetb_ie/EYJeThrgDz9PtL18fU7InoQB9G19LXSJ_Jx_u8BF3i-iPQ
https://cdetb-my.sharepoint.com/:b:/g/personal/kenneth_rea_bcfe_cdetb_ie/EZCTvP8DCJlBgglZZxsqsKYBT7vG6S4UqL5Vrbq93yJF2Q
https://cdetb.sharepoint.com/:b:/r/sites/ErasmusAdministration/Shared%20Documents/General/Erasmus+%202022-2023/Student_Preparation_%26_Procedures/BCFE_Erasmus+_Documents_22-23/Responsibility_Contract_OCEA.pdf?csf=1&web=1&e=vfEVXd
https://cdetb.sharepoint.com/:b:/s/ErasmusAdministration/EQ3FHbGJLaFCpbDg0ZV0ttkBcvKsSXplHCYqACYIiArYfg?e=dQhZk6
https://cdetb.sharepoint.com/:b:/s/ErasmusAdministration/EYjsiExzUb9HncpU9bU_kEcBVc2IW8FtFP5rkPVwyQSo2w?e=Iuyp7v
https://cdetb.sharepoint.com/:b:/s/ErasmusAdministration/ESgUWyqtixtGnFErNs73KNIBxtJSnlS3xLyQ3yugHD62rg?e=Ug1WKb
https://cdetb.sharepoint.com/:b:/r/sites/ErasmusAdministration/Shared%20Documents/General/Erasmus+%202022-2023/Teacher_Preparation_%26_Procedures/Teachers%20%E2%80%93%20Responsibilities%20Overnight%20International.pdf?csf=1&web=1&e=Cqf209
https://cdetb.sharepoint.com/:b:/r/sites/ErasmusAdministration/Shared%20Documents/General/Erasmus+%202022-2023/Teacher_Preparation_%26_Procedures/Accompanying%20Teachers%20on%20Student%20Mobilities%20%E2%80%93%20Responsibilities_.pdf?csf=1&web=1&e=JoM9Rd
https://cdetb.sharepoint.com/:b:/s/ErasmusAdministration/EaWX5qBzzANDq3hcTiPdeBgB-_w1zFtDPbXRIsYgonJ45g?e=pS6ccK
https://cdetb-my.sharepoint.com/:b:/g/personal/kenneth_rea_bcfe_cdetb_ie/ER2Qfs6yUCRDlpMVCjmiJ08BnptQkKrhA19v-FvsWvEYIA?e=e97jhY

