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Purpose of Document and Overview of Content 
 
 

This document is designed to give everyone involved in a Duke of Edinburgh's Award 
Expedition an understanding as to their roles, responsibilities and expectations.   

 
Generally the expedition coordinator will be responsible to two organisations. The first 

being the wider organisation they are a part of, a school for example, and secondly 

Neath Port Talbot Duke of Edinburgh's Award (NPTDOFE). 
 

The document is in two parts: 
 

Part one looks at safety aspects that are relevant to both organisations, including: 
 

1. Child protection. 
2. Transport. 

3. Home contact and emergency procedures. 
4. Reporting accidents and ill health. 

 
 

Part two of this document looks at safety requirements set by NPTDOFE, including: 
 

1. Expedition staff; roles and responsibilities. 

2. Staff ratios. 
3. Training.  

4. Equipment. 
5. Assessors. 

6. Notification. 
7. Risk Assessments. 

 

 

Part One 
 
Child Protection 
 

Adults working alone with young people should always hold an enhanced Disclosure and 

Barring Service (DBS) Check. Recent changes in policy mean that some organisations now 
allow an adult to work with young people without holding a DBS check providing they are 

under the supervision of an adult with a DBS check. Refer to your own organisational policy 
to ascertain whether this applies to you. 

 
It is the responsibility of each unit to ensure that their child protection arrangements 

conform to the policies/procedures for the organisation of which they are a part of. For 
example, if an expedition group is from a secondary school, then their child protection 

arrangements must conform to the procedures for that school. The Development Officer 
will not check this. 
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Transport 
 
Drivers provided by a unit must satisfy the policies and procedures of the wider 

organisation of which they are a part of. 
 

Any staff that are ‘provided’ by the Development Officer to drive 17 seater mini buses, will 
hold the DI entitlement and a valid MIDAS certificate. 

 

 

Home Contact and Emergency Procedures 
 
All expeditions must have a home contact. This is a person not on the expedition who has 

access to information about the expedition, including: 
 

 The route. 

 The young people & staff on the expedition. 
 A system in place detailing what to do in the event of an ‘off-site’ incident (this will be 

an organisational policy probably not specific to DofE). The Expedition Coordinator and 
wider staff, must ensure that they are familiar with such systems and that the 

necessary steps are undertaken to ensure the requirements are met. 
 

The Expedition Coordinator should also ensure that the following have been undertaken 
before an Expedition begins: 

 
 A parental consent form (if under 18). 

 The necessary training has been given to the participants, (see the training guide, 
available from the nptdofe website or development officer). 

 Notified the Development Officer, see section 2. 
 All participants and leaders should know the emergency procedures in the ‘Training 

Guide’  

 
Reporting Accidents and Ill Health 
 

In the event of an accident, or ‘near miss’ then the Expedition Coordinator must ensure 
that this is reported to both the wider organisation they are part of and the Development 

Officer. Please contact the Development Officer via phone or email who will gather the 
necessary information for the central NPTDOFE database. 
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Part Two 
 

Expedition staff; roles, responsibilities and qualifications 
 

Expedition Coordinator – The expedition coordinator is responsible for overall 
management of the expedition, from the beginning of the training programme to the end 

of the assessed expedition. The Expedition Co-coordinator must choose appropriate routes 
for the competence level of staff and participants, ensure that staff are proficient in their 

allocated role and ensure they are prepared fully when leading groups. The Expedition 
Coordinator must also ensure staff understand the specific and generic risks (through risk 

assessment), have the necessary kit & equipment and that staff to participant ratios are 
assessed and met. 

  
Group Leader – The group leader will be responsible for the direct training of a group of 

young people and may also monitor a group(s) during the final expedition. 

 

Operating Area Minimum Qualification 

Lowland Country – for example; Gower, Afan 
Argoed, Margam park, Pembrokeshire coast 

path etc. 

BELA, LLAW 1, Lowland Leader Award 
(Mountain Training UK) or statement of 

competence from a technical expert (ML 

with DofE & Leader assessment 
experience), with induction to NPT 

Open Gold procedures. 

Hill & Moorland Country   
• open, uncultivated, non-mountainous high or remote 

country known variously as upland, moor, bog, fell, hill or 

down  

• areas enclosed by well-defined geographical or man-

made boundaries such as classified roads (areas that merge 

with mountain regions and do not have well defined 

boundaries are excluded)  

• areas of remoteness that are easily exited in a few hours, 

returning to a refuge or an accessible road  

• areas where movement on steep or rocky terrain is not 

required (in either a planned or unplanned situation) 

Hill & Moorland Leader (Mountain Training 

UK) with induction to NPT Open Gold 
procedures. 

or  
Statement of competence from a technical 

expert (MCI/MIA with DofE & Leader 

assessment experience), with induction to 
NPT Open Gold procedures.  

 

Mountain Country  
• open, uncultivated, mountainous high or remote country 

• areas where movement on steep or rock terrain may be 

required (in either a planned or unplanned situation)  

• areas of remoteness that are not easily exited to a refuge 

or accessible road in a few hours 

Mountain Leader (Mountain Training UK), 
or statement of competence from a 

technical expert (MCI/MIA with DofE & 

Leader assessment experience), with 
induction to NPT Open Gold 

procedures. 

 

 
Assistant – An assistant is a responsible adult that is not necessarily qualified to lead a 

group but is capable of assisting the leader. Specifically this person must be able to look 
after a group of young people in the event of the group leader being otherwise engaged.  

The assistant must be familiar with the emergency procedures, understand the specific and 
generic risks (through risk assessment) and have the necessary kit & equipment.  
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Staff Ratios 

 
Group Leaders may control/Lead one or two expedition groups at a time in the terrain 

associated with their current qualification (see table above). This is in assistance with a 
responsible adult who does not necessarily need to be ‘hill trained’ but must know what to 

do in the event of the leader becoming incapacitated. The assistant must be familiar with 
associated risks (Risk Assessments) and operating and emergency procedures. Staff to 

participant ratios are subject to many factors which must be taken into consideration 
before allocating e.g. experience of Leader, type of terrain, weather, group characteristics, 

fitness, age etc. as you may need to increase your ratio of leaders to participants 
depending on your assessment of the risks. 

 

Training 
 

Expedition Coordinators must ensure all participants are competent in the terrain 
associated with their Award level. Information regarding topics that are required to be 

covered within these areas are detailed in the ‘NPTDOFE Training Guide’ (NPT DofE 
website) and is also available from the Development Officer. Please ensure you are familiar 

with this training syllabus and it is delivered to your groups. 
 

Some areas of the training syllabus are more important than others, such as emergency 
procedures, first aid and campcraft etc. which should include practical training. Also in the 

training guide is an example of a pre-expedition briefing.  

 
Training Syllabus:  

 
 First aid and emergency procedures 

 Awareness of risk and health/safety issues 
 Navigation and route planning 

 Campcraft, equipment and hygiene 
 Food and cooking 

 DofE Qualifying Conditions 
 Country, highway and water sport codes 

 Observation, recording and presentation 
 Proficiency in the mode of travel 

 

Please refer to the NPTDOFE training guide for detail regarding 

what to cover for each area. 
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Equipment 
 
Kit lists for the three different DofE levels are available from the NPTDOFE website. Leaders 

and supervisors must check the participants kit to ensure that they are properly equipped, 
and also that they are not using any dangerous or unsuitable equipment.  

 
Please be careful when participants are using their own gas stoves. Many gas 

stoves fit on top of the gas canister which results in a high and unstable set up.  
Cheap gas stoves with poor connections can explode. We recommend that 

participants do not use gas stoves unless a leader has checked it and is happy it 
is made by a reputable company, is in good working order and will be safe to use.  

There is a safe use of stoves document within the training guide. 
 

Leaders and supervisors must ensure that they carry adequate safety equipment in their 

vehicle and in their rucksack.  
 

Insurance 
 

The DofE provides personal accident insurance for those undertaking DofE activities. A 
young person needs to have an EDofE license at the level being undertaken i.e Bronze, 

Silver or Gold to be covered by the D of E Insurance.  The D of E personal accident cover 
also covers Leaders, Instructors, Supervisors and Assessors and other adults assisting with 

the scheme on behalf of the Operating Authority. 
 

Public Liability insurance is covered under the LEA insurance policy, details can be obtained 

from the LEA Insurance Section. 
 

Organisations that are not part of Neath Port Talbot County Borough Council will have to 
ensure they have their own public liability insurance arrangements in place, however if the 

development officer is providing the training and delivery of the expedition then you will be 
covered for this section by the LEA public liability insurance.   

 
 

Risk Assessments 
 
Risk assessments do not need to be time consuming. It is simply a process by which to 

check you have considered all that you need to before taking a group out.   
 

On the NPTDOFE website www.nptdofe.co.uk there is a generic set of risk assessments.  
These risk assessments cover topics such as fire hazards, injury and conditions etc. DofE 

Leaders are welcome to use these risk assessments as a guide for their expeditions and 
amend where required.   

 
 

 
 

 

http://www.nptdofe.co.uk/
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As well as the generic risk assessments you will also need to risk assess the 
following for your specific expedition as required: 

 
1 – Route specific risk assessments: 

 
Also available from the development officer are risk assessments for specific areas such as 

Gower, Beacons etc. DofE Leaders are welcome to use these risk assessments as a guide 

for their expeditions and amend where required. Risk Assessments are the responsibility of 
the Leaders who manage the expedition.  

 
 

2 – Others risks specific to your expedition. 
 

This could be risks relating to, for example: 
 

 The needs of, or risk presented by, any young people on the expedition.   
 Forecast of extreme weather conditions. 

 Working to minimum staff ratios. 
 Inexperienced staff. 

 Transport or logistics. 
 

 

You should be able to get a blank risk assessment form from your organisation, or ask 
Darren for one. 
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Notification 
 

Please Be aware that if the Development Officer 

has not been notified to approve the Expedition; 
the Expedition it will not count. 

 
 

The Development Officer must have been contacted, and provided with the necessary 
information, in order for an expedition to be approved. The Development Officer will need 

to have the following information to approve the expedition: 
 

1. Dates of Expedition 

2. The route 
3. The number of young people on the expedition 

4. The names of the staff on the expedition 
5. Evidence that the expedition has been risk assessed 

 
 

 
You now have two options for notifying the Development Officer: 

 
 

Option 1: 
 

Send the above information, at least two weeks in advance, to: 
 

Darren Clapham 

Llangatwg Comprehensive School 
Cadoxton 

Neath    
SA10 8DB 

 
Option 2: 

 
Contact the Development Officer in plenty of time, at least three weeks in advance if 

possible and arrange for a visit. 
 

The Development Officer is there to support you – as long as enough warning is 
given, they will happily come and meet you to assess the paperwork and give any 

help/advice. The whole process will be quick and painless! 
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Appendix I – Wild Country Areas 
 

 
 

 
 

1. Western Isles 
2. Caithness & Sutherland 

3. Ross and Cromarty 
4. Skye & Lochalsh 

5. Inverness 
6. Isle of Mull 

7. Lochaber District 
8. Grampian & Cairngorm 

9. Tayside 
10. Trossachs and Crianlarich 

11. Lomond and Argyll 
12. Isle of Arran 

13. Galloway Hills 

14. Lowther Hills 
15. Scottish Borders 

16. Sperrin Mountains 
17. North Antrim Hills   

 
 

18.  Mourne Mountains 
19.  Isle of Man 

20.  Cumbria 
21.  Cheviots 

22.  Durham Dales and High Pennines 
23.  Yorkshire Dales  

24.   
25.  North York Moors 

26.  Peak District 
27.  Snowdonia 

28.  Mid Wales 
29.  Beacons 

30.  Dartmoor 
31.  Exmoor and Quantocks 
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Appendix II – Contact Details 

 
Development Officer: 
 
Darren Clapham 
Llangatwg Comprehensive  
Cadoxton  
Neath   
SA10 8DB 
 

Mobile -   07980727116 
Office -     01639 635210 
 
 
Email –   d.clapham@npt.gov.uk 
Website -  www.nptdofe.co.uk  
 
 

mailto:d.clapham@npt.gov.uk
http://www.nptdofe.co.uk/

