
  

 

Overseas Visits: Procedures Guide 
 

 

This guide is to be read prior to staff organising any overseas visits. 
 
Luminate Education Group overseas visits are approved by the Head of Work 
Experience, Careers & Progression (CWP) who can answer any initial 
questions about this Procedure. 
 
Contact: Georgina Yates, HOD Careers, Work Experience & Progression (HOD of CWP) 
Email:  gina.yates@luminate.ac.uk 
 
 

 
 

 
The process outlined in this guidance applies to ALL International trips whether organised by the IO 
or not. 
 
 
Visit Authorisation: No visit expenditure will be approved until an Overseas Travel Authorisation 
(OTA) has been authorised; links to relevant OTA forms are below: 
 
All students can be in scope of overseas opportunities depending on the funding criteria and visit suitability 
with reference to activity and outcomes.  
 
Turing - Overseas Travel Authorisation Form Template  
 
Turing funded placements place value on the proportion of students engaged, with SEND and deprived socio 
and economic backgrounds.  
 
Other - Overseas Travel Authorisation Form Template .docx 
  

The OTA is to be completed by the member of staff responsible for the visit.   
The form contains the following fields which need to be completed: 
 
▪ The costs of the visit  
▪ The benefits that will come from the visit 
▪ The names of members of staff who will be travelling 
▪ A risk assessment of the destination country / city  
 
Upon completion of the OTA, the following process should be followed to secure authorisation to 
undertake the proposed visit: 
 
 

 

Participant Authoriser 

Members of staff up to SLT, but not including Group 
ELT  

Line Manager, HOD of CWP 

Executive Leadership Team (ELT) 

Members of Group ELT 
Principal 
Governing Body 

 

Governing Body 
Governing Body 
 

 
 
The International Team will ensure that the relevant members of staff are notified of the outcome of 
the OTA process so that they can proceed with making appropriate plans and that details of the visit 
will be passed to the Senior Leader “on call” who will be the first point of contact in the event of an 
emergency see below. 
 

https://leedscitycoll.sharepoint.com/:w:/r/sites/Transnational/Shared%20Documents/202224%20LIVE/202324%20Overseas%20Visit%20Procedures%20Revised%20%20Guide/Turing%20-%20Overseas%20Travel%20Authorisation%20Form%20Template%20-%20Turing%20202324%20(1)%20(1).docx?d=w169ea5cab83944b983e5db5c6243a930&csf=1&web=1&e=fGn1ec
https://leedscitycoll.sharepoint.com/:w:/r/sites/Transnational/Shared%20Documents/202224%20LIVE/202324%20Overseas%20Visit%20Procedures%20Revised%20%20Guide/Other%20-%20Overseas%20Travel%20Authorisation%20Form%20Template%20.docx?d=w3d4b3e66294341fa8559c26af70d1f06&csf=1&web=1&e=cEgSvo
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Luminate ‘Out of Office’ telephone number:  07773 339687 
 

All visit commitments must follow the policies listed below and are available on SharePoint: 
Policies - Home (sharepoint.com) 
Luminate Financial Regulations and Procedures  
Meet the requirements of the Staff Travel & Expenses Policy and Procedure 
Each visit must meet the Risk Management Regulations 
 
It is a requirement that the International Visits Tracker is completed immediately after the 
OTA has been authorised: 
 
International Visits Tracker - Google Forms 
 
 
 

1.        Participants: Staff & Students 
 

 Things to consider before planning a visit: 
 

- Ensure that all participants (both staff and students) have valid UK passports and can travel to 
the country you intend visiting  

- Staffing needs: most funding budgets do not pay for staff cover; HR can advise on study leave / 
CPD criteria 

- Check with the IO on any specific eligibility criteria for participants as defined by the funding 
agency for your visit 

 
For students with additional learning, health and physical needs the following need to be put place as well as 
the considerations above: 

• Risk assessment – differentiated to consider the needs of individual students 
• Consult the college insurers to ensure that the individual needs of students are sufficiently covered by 

college insurance and identify if additional insurance maybe needed 

• Work with overseas partners to ensure that they can fully meet the needs of individual students 
including activity outcomes, in country travel, accommodation and dining arrangements 

• Ensure the selection process does not disadvantage students with additional needs 

• Consider the logistical needs of the student, i.e. - flights, transfers, accommodation and management 
of subsistence payments 

 
 
2.  Travel 
 

For visits not funded by the International Office (IO), travel should be booked through the 
Procurement team in Finance. Please consult the Employee Directory for contact details. 
 
For visits funded by IO project budgets, travel will be booked by the International Project Officer (IPO) 
in line with appropriate funding guidelines. 
 
All travel expenditure must be authorised by the appropriate budget holder prior to booking. This is in 
addition to OTA authorisation. 

 
3.  Subsistence  
 

Subsistence costs are defined as the day-to-day costs incurred by participants during their overseas 
visit. Subsistence allowances are intended to cover the costs of accommodation, food and local 
travel.  
 
For visits not funded by IO, the LCC Staff Travel & Expenses Policy and Procedures  
should be consulted in liaison with the appropriate budget holder.  
 

https://leedscitycoll.sharepoint.com/sites/Policies
https://docs.google.com/forms/d/17ZssEN2inhnbLgmsO88BNDgF-foyv4uFJSVWrKWw3ik/edit
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For visits funded by IO project budgets, the IPO will advise on the availability of a subsistence 
allowance according to the project funding within which the visit falls.  
 
Once a subsistence allowance has been agreed, arrangements should be made to pay the money 
into participant bank accounts by the Financial Accounting team in Finance.  
Please consult the Employee Directory for contact details 
 
All subsistence allowances must be authorised by the appropriate budget holder prior to payment 
being made. This is in addition to OTA authorisation.  
Luminate Group Financial Regulations:  The Director of Finance Stuart Jolley and the relevant budget 
holder may jointly approve cash advances for projects carried out away from the College where cash 
expenditure may be unavoidable. Other forms of payment will be expected to be used wherever 
possible, such as an official purchase order and subsequent payment or a college procurement / 
credit card. Receipts of paid invoices will be retained for all sums expended in this way. Upon 
completion of the project/visit to which the advance relates, within one month a final account must be 
prepared to demonstrate how the advance was disbursed, and any staff unspent funds repaid. The 
completed Cash Advance form, receipts, and any remaining monies to be submitted to the Finance 
Office. Under no circumstances will a second advance be approved when the final accounting for an 
earlier advance to project or individual is outstanding 
 
See Appendix 1 for allowed expenditure and expenses form procedure 
 
Student participants are not required to submit evidence of their expenditure  

 
 
4.  Insurance 
 

As part of the Overseas Travel Authorisation Form (point 4) a Risk Assessment (RA) must be 
completed 
 
Existing Host Partners: 
An (RA) must be drawn up before the visit occurs, the IO will prepopulate the RA for the lead 
tutor/accompanying staff to contribute/add to with final adjustments made at the host partner 
organisation. 
 
New Host Partners: 
An RA should be requested from the host partner organisation and if practicable a physical RA 
should be carried out by the IO. 
 

           All completed assessments should be sent to the host partner organisation for checking  
           prior to the trip taking place for comment/approval. 
        
           Amended RA’s post trip must be returned to the IO for updating within 1 week of  
           completion of the trip. These will inform future placements. 
 

 
▪ For non-IO funded visits contact the LCC Insurance Co-ordinator to discuss visit insurance 

needs and check that College is currently covered for the location destination. 
▪ For IO funded visits, travel insurance documentation will be issued. Specific guidance for IO 

funded visits will be provided prior to departure. 
 

Any medical issues that may affect eligibility for insurance cover should be documented on the 
project visit application forms / highlighted to the visit co-ordinator prior to departure. For IO funded 
visits, the IPO will notify the LCC Insurance Administrator of any such issues; failure to identify any 
such concerns may lead to claims being rejected. 
 

 
5. Emergency procedures 
 

For visits not funded by IO see:  
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Safety, Health & Environmental Services (sharepoint.com) 
 

For visits funded by IO: 
 

▪ Passports to be checked to ensure they are current, meet the minimum validity requirements at 
the point of travel and that the name matches the name booked for travel.  

▪ Where a person holds a passport issued by another country, checks must be made as to any 
visa requirements for travel to countries other than the UK. 

 
           For further guidance see: 
           Foreign travel advice - GOV.UK (www.gov.uk)  
 

▪ Copies of Passports are to be kept on file. 
▪ Emergency contacts should be identified, the Curriculum lead for the visit will be the main 

emergency contact and will have 24-hour access to participants for the duration of the visit  
▪ IPO to inform responsible members of curriculum staff / host partners of mobile telephone 

numbers of Senior Manager “on call” in case of a major emergency 
▪ Details of the visit to be given to the Senior Manager “on call.” A copy will be held by the IPO. 

The following information to be included: 
 

➢ Full list of all participants 
➢ Full list of parents/guardians addresses and contact telephone numbers. Where 

parents/guardians will be away from home during the visit, or where there is no home 
telephone, alternative emergency contact arrangements must be made. 

➢ Copies of the student application form / Personal Health Profile & Emergency Contact Form 
➢ Participant Mobile phone numbers 
➢ Visit details - including travel times, contact telephone numbers of hosting organisation 

 
 
 

https://leedscitycoll.sharepoint.com/sites/Temporarystaffintranet-FEcolleges/SitePages/Health-%26-Safety.aspx
https://www.gov.uk/foreign-travel-advice
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In the event of an emergency / accident to a participating member of staff / student, the participant / 
colleague / host supervisor / accompanying member of staff will: 
 

▪ Establish the nature and extent of the emergency and take appropriate action to get medical or 
other help needed. 

▪ Ensure that appropriate group members are made aware of the issue and observe emergency 
procedures and clarify actions to be taken. 

▪ Contact College via named emergency contacts. 
▪ As soon as possible, write down accurately all relevant facts, including witness details. 

 
 In the event of a major emergency / accident, the host supervisor / accompanying member of 

staff will: 
 

▪ If the incident is serious, alert the IO, HOD and Senior Manager “on call” (contact numbers will be 
provided via the TPT), who will determine the next steps to be taken i.e., informing the Principal. 
Once accurate information is established, contact with relatives will be made as soon as possible. 

▪ Advise students not to contact anyone until the designated emergency contact at college has 
been alerted and briefed with precise details. The reason for this is that misinformation at an 
early stage can cause anxiety and other difficulties. 

▪ Not release names of those involved or injured participants other than to official sources such as 
the police and medical services 

▪ Ensure that staff avoid any direct dealings with the media. Media response to a major incident is 
often immediate. Depending on the location, staff should expect and be prepared for media 
attention within 30 minutes.  

 
 
6.  Reports 
 

For visits not funded by the IO, you should discuss the report requirements with the budget holder / 
Visit Co-ordinator. 
 
For visits funded by the IO, participants will be required to complete and submit a report evaluating 
the visit; the standard format for these reports will be sent prior & post visit. These reports are a 
formal requirement of transnational funded projects, any staff or students who do not provide reports, 
or whose reports are not of a satisfactory standard, may be asked to reimburse the full cost of the 
visit. 

 
 
7.  Mobile Phones 
 

For visits not funded through the IO, please discuss with the sending directorate. 
For visits funded through IO: If you have a college mobile phone, please ensure that it is activated for 
roaming and for those mobiles that have a dual sim that one is purchased from the subsistence 
allowance. The IO will provide a sim for the duration of the trip upon request (please give at least 3 
months' notice) and activated from the subsistence allowance.  
 

8.  Dissemination 
 

Overseas visits are unique opportunities for College to show case the college and to learn from other 
countries. College and external funding agencies, which support these visits, are keen to disseminate 
the outcomes of overseas visits. 
Funding provider logos need to be displayed on all social communications.  
Following the visit, the experience, outcomes, and impact on the College should be disseminated as 
widely as possible. Speak to Marketing for ideas on how to best do this. Please consult the Employee 
Directory for contact details.  
 
 
Appendix 1  
 
Cash Advance Form - guidance of how to complete (1).docx 

https://leedscitycoll.sharepoint.com/:w:/r/sites/Transnational/Shared%20Documents/202224%20LIVE/Cash%20Advance%20Form%20-%20%20guidance%20of%20how%20to%20complete%20(1).docx?d=wdd23415b640c445d82d799c5be112bdd&csf=1&web=1&e=bltCAu
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Cash Advance Form - Template.docx 
 
 
 

https://leedscitycoll.sharepoint.com/:w:/r/sites/Transnational/Shared%20Documents/202224%20LIVE/Cash%20Advance%20Form%20-%20%20Template.docx?d=wc1adfb64015e461ba213bbd56be2bec4&csf=1&web=1&e=xN90C8

