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1. Purpose
· To understand the importance of Information Technology (IT), its applications and uses, and to become information-sensitive as peers through the industrial visit.
· To acquire skills related to effective information access and the building of knowledge bases in specific contexts through the visit.
· To develop skills in individual and group information activities such as compilation, presentation, communication, and participation in group discussions during the visit.
2. Scope
· This policy is applicable to all students of all departments of Don Bosco College.
3. Official Letter ( Annexure 1)
· The Head of the Department (HOD) of any department may plan academic-related tours/industrial visits as required, with appropriately sized student groups, and must ensure the inclusion of adequate male and female faculty members as escorts.
· An official request letter must be submitted to the Rector and Principal of the College seeking permission for the proposed visit.
· While planning the visit, the capability of participants to engage meaningfully in the activity must be taken into account, including the destination, itinerary, and duration of the tour.
4. Approval by Rector and Principal
· When the Rector/Principal approves an Industrial Visit / Field Trip / Outbound Training, they shall ensure that the faculty members attached to the tour submit an undertaking stating that:
· The tour is arranged only for academic purposes (Industrial Visit / Study Tour / Field Trip / Outbound Training).
· Students will not be taken to or allowed in mountain areas, rivers, canals, beaches, water parks, reservoirs, forest areas, or any other risky locations.
· The faculty members are personally liable and answerable for any untoward incident taking place during the tour.
5. Risk Undertaken Statement (Annexure 2)
· No student shall be compelled to participate in or contribute money for any tour, particularly for fund management purposes.
· If the mode of transport is bus, overnight travel is strictly prohibited.
· Any travel requiring more than 24 hours should not be by road (preferred mode: train).
· Exit and entry points must be Don Bosco College (DBC).
· Faculty and students are not permitted to join the group from or leave to their hometowns.
· Parents/guardians must submit a written undertaking:
· Stating their consent and knowledge of their ward’s participation.
· Acknowledging that their ward participates at their own risk.
· Hostellers must obtain special leave approval from their hostel authorities.
6. Place of Visit
The place of visit must facilitate students in:
· Developing individual and group information activities,
· Enhancing compilation, presentation, and communication skills,
· Engaging in group discussions and collaborative learning.
7. Reporting
· After returning from the visit:
· The faculty team shall submit a Brief Arrival Report to the Principal.
· The students shall submit an Observation Report to their HOD.
· The HOD shall consolidate and forward the reports to the Rector/Principal.
8. Letter of Thanks
· An official letter of thanks must be prepared and sent to:
· The Management of Don Bosco College.
· The Industry / Institution visited, acknowledging their support and cooperation.
9. Approval Letter from Industry (Annexure 3)
· The approval letter from the industry must clearly mention the date, time, and number of days of the visit.
· The letter should be issued and signed by an authenticated authority of the industry (minimum Manager level) and must bear the official seal/stamp of the organization.
10. Faculty Accompanying the Students (Annexure 4)
· A detailed list of faculty members accompanying the students must be submitted along with the request for approval of the Industrial Visit / Field Trip.
· The list should specify: Name of Faculty Member, Designation, Gender (to ensure proportionate male and female representation), Contact Number
· The accompanying faculty members are responsible for the safety, discipline, and supervision of students throughout the visit.
11. Faculty Declaration (Annexure 5)
· All faculty members accompanying the students must submit a written declaration before the commencement of the Industrial Visit / Field Trip / Study Tour / Outbound Training.
· The declaration must state that:
1. The visit is purely academic in nature.
2. The faculty accepts full responsibility for the discipline, conduct, and safety of the students throughout the program.
3. They will strictly adhere to and enforce the safety and administrative guidelines of Don Bosco College.
4. They will not permit students to visit prohibited or risky locations (mountains, rivers, canals, beaches, water parks, reservoirs, forest areas, etc.).
5. They understand that they are personally answerable for any untoward incidents during the visit.
12. List of Students with Signatures (Annexure 6)
· A complete list of students participating in the Industrial Visit / Field Trip / Study Tour / Outbound Training must be prepared and submitted in advance.
· The list should include:
1. Name of the Student
2. Roll Number
3. Department / Class / Semester
4. Signature of the Student (as acknowledgement of participation and compliance with rules)
· The signed list should be authenticated by the HOD and maintained as part of the official records of the tour.

13. Mode of Travel (Annexure 7)
· The mode of travel (Bus / Train / Air / Ship / Other) must be clearly mentioned in the proposal submitted for approval.
· If the journey exceeds 24 hours, road travel (bus) is not permitted. In such cases, train travel is the preferred option.
· Overnight travel by bus is strictly prohibited to ensure student safety.
· The travel plan must include:
1. Date and time of departure and arrival
2. Pickup and drop point (DBC only)
3. Details of the travel agency / operator along with contact information
· Faculty must ensure that students do not board or leave the group from their hometowns under any circumstances.

14. Food & Accommodation (Annexure 8)
· A detailed tour schedule must be submitted well in advance, including:
· Date, time, and place of departure and arrival
· Mode of travel (Bus / Train / Air / Ship / Other)
· Outstation accommodation arrangements
· List of important contact numbers and addresses of visiting locations
· Contact details (phone/fax numbers) of hotels and local transport providers.
· Accommodation guidelines:
· Preferably, two or more students of the same gender should share a room, to ensure support and safety.
· Once finalized, no changes in accommodation should be made without valid reasons, to avoid confusion.


Annexure 1
Requesting Permission for Industrial Visit / Academic Tour
From
The Head of the Department,
Department of ………………………….,
Don Bosco College, 
Guezu Nagar, Yelagiri Hills, 
Tirupattur Dt, TN – 635 853

To
The Principal,
Don Bosco College, 
Guezu Nagar, Yelagiri Hills, 
Tirupattur Dt, TN – 635 853

Respected Father / Sir,

Subject: Request for Permission to Organize [Industrial Visit / Academic Tour]

With due respect, I request your kind permission to organize an [Industrial Visit / Academic Tour] for the students of [Semester / Class / Department] on [Date(s)] to [Destination / Institution / Industry Name].
The visit aims to provide students with practical exposure and to supplement their academic learning through real-world applications. The details are as follows:
1. Department: ___________________________
2. Class / Semester: _______________________
3. Proposed Destination: ___________________
4. Date(s) of Visit: ________________________
5. Number of Students: ____________________
6. Accompanying Faculty Members:
· Male Faculty: __________________________
· Male Faculty: __________________________ (If two Male Faculty Accompany)
· Female Faculty: ________________________
· Female Faculty: ________________________ (If two Female Faculty Accompany)
7. Purpose / Expected Outcome: ____________
8. Mode of Transport & Itinerary: ___________
I kindly request you to grant permission to proceed with the arrangements.
Thanking you,
Yours faithfully,
(Signature)
HOD, [Department Name]
Recommendation / Remarks of Vice-Principal  :
Approval of the Rector                                         :
Approval by the Principal                                     :                       


Annexure 2
RISK CERTIFICATE


In consideration of being nominated, at my request, as a participant in the Workshops / Industrial Visits / Cultural Fests / IT Fests / Conferences / Camps / Sports /      to be held at ……………………………………………

I hereby declare that I voluntarily agree to participate in the said event. I further agree that neither I nor my parent/guardian shall make any claim whatsoever against Don Bosco College (Co-Ed), Yelagiri Hills, or any of its faculty/staff, in respect of any loss, damage, or injury (including injury resulting in death) to my person or property, which may arise during or as a consequence of my participation in the above-mentioned program.

I, …………………………………………………………. (Name of Student), Roll No: …………………………….., Department of ………………………., agree to the above conditions and am willing to go on the said Workshop / Industrial Visit / Fest / Conference / Camp / Sports from …………………….. to ……………………………….. at my own risk.


Signature of the Parent                                                                           Signature of the Participant

Address with Cell No:
                         
                            
                                                  Signature of the Head of the Department 
Annexure 3
Approval Letter from Industry
The approval letter from the industry must clearly mention the date, time, and number of days of the visit. The letter should be issued and signed by an authenticated authority of the industry (minimum Manager level) and must bear the official seal/stamp of the organization.


Annexure 4
Accompanying Faculty

	S. No.
	Name of the Faculty with
Designation
	Male/Female
	Contact Mobile Number 
	Alternate Contact Mobile Number

	1.


	
	
	
	

	2.


	
	
	
	

	3.


	
	
	
	










Annexure 5
	UNDERTAKING LETTER – FACULTY

We, the undersigned faculty members accompanying the students for the Industrial Visit / Cultural Visit / Field Trip / Study Tour / Outbound Training organized by Don Bosco College (Co-Ed), Yelagiri Hills, hereby declare that:
· The visit is organized solely for academic purposes and is connected to the curriculum.
· We accept complete responsibility for the discipline, conduct, and safety of the students during the entire course of the program.
· We shall strictly follow the safety and administrative guidelines prescribed by Don Bosco College and ensure that the students also adhere to them.
· We shall not allow students to deviate from the approved itinerary or engage in activities in prohibited/risky locations (such as mountains, rivers, canals, beaches, water parks, reservoirs, or forest areas).
· In the event of any untoward incident, we understand that we are personally answerable and accountable.
This declaration is made in good faith and with full awareness of the responsibilities entrusted to us.
                                    Signatures of Accompanying Faculty Members

	S. No.
	Name of the Faculty with
Designation
	Male/Female
	Contact Mobile Number 
	Signature

	1.


	
	
	
	

	2.


	
	
	
	

	3.


	
	
	
	



Annexure 6
List of Students 

	S. No.
	Reg. No.
	Name
	Mobile Number
	Male/ Female
	Blood Group
	Special Problem if any

	1.
	
	
	
	
	
	

	2.
	
	
	
	
	
	

	3.
	
	
	
	
	
	

	4.
	
	
	
	
	
	

	5.
	
	
	
	
	
	

	6.
	
	
	
	
	
	





Annexure 7

Mode of Travel 

	Sl.No
	Details
	Mode of Travel
	Travel Details * with Phone number of Agent and Driver Phone Number
	Responsible Person Handling

	1.
	From DBC University to Bus Stop/Railway Station/Airport
	DBC Bus/Other Mode Specify
	
	

	2.
	From Railways Station to Travel Destination
	Train (Attach copy of Train Ticket etc)
	
	

	3.
	Destination place to Industry Area and Back
	
	
	

	4.
	Return Journey Details 
	
	
	


* If Travel by outside DBC bus FC copy of the bus should be attached



Annexure 8
Accommodation

	Sl.No
	Name of Hotel/Guest House
	Address and Phone Numbers
	Responsible Person Handling
	Remarks

	1.

	
	
	
	

	2.

	
	
	
	

	3.

	
	
	
	


* Attach the accommodation booking copy
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