
                                                                          

 

School Trips, Tours and Outings Policy 
 

 

Ethos Statement 

 

Mayo Sligo Leitrim Education and Training Board (MSLETB) is a community of learners with a 

historic and unique tradition as a provider of education and training.  In responding to the needs of 

the community it delivers the highest standards of teaching and learning.   

 

MSLETB Colleges, Schools and Centres of Education are democratic, co-educational and multi-

denominational in character where policies, practices and attitudes are underpinned by the core 

values of Respect, Equity and Fairness.  

 

The Board of Management of Grange Post-Primary (Grange P.P.S) is publishing this document as 

the official School Trips / Outings Policy. The MSLETB as patron of the school has approved this 

publication. Copies of the policy are available at the school and are furnished to each person who 

applies to be admitted to the school. 

 

Link to Mission statement 

 

Grange Post-Primary School is a partnership of staff, students and parents enabling each student 

to achieve his or her full potential. We aim to inspire a love of learning in all our students, irrespective 

of ability and through personable and enthusiastic encouragement to lead all on to develop as caring, 

respectful individuals in a challenging world. 

 

The School Trip / Outings Policy helps to set the standards that the school community aspires to;  

students and staff work together to continue to develop the school and maintain an atmosphere in 

which all individuals feel safe. 

 

Our school community provides a caring, happy and safe environment, which strives to foster a love 

of life-long learning. We endeavour to develop each person’s academic, physical, moral, cultural and 

spiritual potential based on mutual respect, fairness and honesty. We want our students to emerge 

as confident, adaptable, responsible and caring citizens. 

 
 

Scope of School Tours, Outings and Trips policy 

 

This policy applies to all members of the staff of Grange P.P.S who take students off site. It is 

applicable to the students participating in the activity and to their parents/guardians. 

 



The Code of Behaviour of Grange P.P.S applies to all students of Grange P.P.S. on tours or trips 

and relates to all school activities both during and outside of normal school hours; it applies both on 

and off the school grounds and anywhere students are clearly identified or identifiable as students 

of the School.  

 

Objectives 

 

• That the health, safety and welfare of our students is safeguarded by ensuring that reasonable 

care has been taken in the nature of the trip chosen, the level of supervision provided, the venue, 

the means of transportation. 

• That students gain maximum educational benefit and enjoyment from all trips/outings. For 

example, school trips/outings should broaden each pupil’s cultural and intellectual experience; 

foster independence/ maturity/ team building; enhance student’s social skills; improve language 

acquisition skills; create positive memories of school; promote greater understanding between 

different cultures; encourage travel/ studying abroad; promote involvement of all students; 

improve communication skills. 

• That staff are aware that the degree of care required of them should be that of a “careful parent” 

which would vary with the circumstances and the age of the student.  

 

General Information: School Tours, Outings and Trips  

 

The Code of Behaviour applies to all outings and to trips, whether or not they involve an overnight 

stay. 

 

Different types of excursion:  

(i) School Tours and overnight trips, inside or outside the Republic of Ireland 

(ii) Day Trips within Ireland (including Northern Ireland)  

(iii) Sporting Trips / Activities. 

 

 

1. Grange P.P.S strives to provide an effective education for all its students and is committed to 

the education, in the broadest sense of the word, of all students who attend the School. Grange 

P.P.S provides an academic education, which also recognises that exposure to a variety of 

experiences and cultures, is part of a holistic education. 

2. The curriculum content of some subjects requires field studies/trips/outings/recreational 

activities, which take place off school grounds. It is advised that a full schedule of events be 

known and approved at the beginning of the school year in which they are to take place. 

Teachers who wish to undertake school tours should provide the Principal with a proposal for 

the operation of a school tour. This proposal will then be handed onto the Board of 

Management. There must be at least four months between the proposal of a school tour and 

the operation of a school tour. 

3. Trips assist in bonding between students, as well as providing teachers with an opportunity to 

get to know students in a non-classroom environment. 

4. There should be a balanced programme of tours and outings for the school year that does not 

prove too costly to parents and does not overburden the school timetable.  

5. All school trips must be consistent with the rationale as specified by the Department of 

Education and Science in Circular Letter M 20/04. All reasonable efforts will be made to satisfy 

all of the criteria contained in this circular. 

6. The Board of Management will grant approval for a school tour on the consideration of the 

number of proposed events to take place during the course of the year,  that the tour conforms 



with the criteria of the circular letter M20/04, the timing of the event, the implications for normal 

teaching and the suitability of the travel and accommodation arrangements. 

7. To assist staff in the planning of trips and outings, so that they are aware of all necessary 

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

It also ensures that trips and outings take place efficiently and smoothly and that the standard 

of supervision is firmly within guidelines and standards. 

8. Before a student is accepted for a trip, his/her previous behaviour will be taken into 

consideration. 

9. Parents/guardians will be notified, in advance, of all tours and parents and student should sign 

the appropriate consent form. In this way parents, students and teachers enter into a 

partnership promoting good and appropriate behaviour at all times. 

 

  

 

(i) School Tours and overnight trips, inside or outside the Republic of Ireland 

 

1. Members of staff, who wish to take students on an overseas trip, must submit their request for 

approval to the Principal, by completing the Educational Outing Form in Appendix 1. Included 

in the proposal, should be the educational or other benefits that the students will derive from 

the trip. 

2. The number of students participating varies depending on the nature of the trip and the 

staff/student ratio will be appropriate to the age group and as recommended by the travel 

agency. 

3. The initial letter to parents should contain a draft itinerary and deadline for registering and 

payment of non-refundable deposit. Parents must be made aware that the organiser / school 

tours company reserves the right to make minor changes to the itinerary. 

4. If a passport is required, a photocopy of the student’s passport must be included with the 

deposit. All passports must be valid for at least six months following the trip. 

5. Visas may be necessary for the destination and some countries require them to be processed 

together. There may be an additional cost to secure a visa. Parents should be informed that 

students with non-EU passports may need visas for EU countries. 

6. Students must have their E111 or European Health Insurance Card for travel to countries in 

the EU. 

7. It is important to impress upon parents that the onus is on them to ensure that their 

son/daughter has all necessary up-to-date documentation well in advance of the trip. School 

tour companies for example may require additional documentation.  

8. Parents should be informed in good time if there are any mandatory or recommended 

inoculations for the destination. It is important that parents realise that the onus is on them to 

make arrangements for their son/daughter to receive all necessary inoculations.  

9. Students must attend all information meetings and co-operate with all requests pertaining to 

the trip. 

10. Following receipt of the deposit, parents will receive the Permission Letter and Form all 

sections of which must be completed and the form returned to the organizer/school tours 

company by a specified date. Details of accommodation, travel arrangements, any special 

local conditions, personal items that the student needs to bring, guidelines for spending money 

and money for extras such as meals and excursions will also be sent to parents. 

11. Mobile phone communication between teachers/supervisors and students on the trip may be 

necessary. A list should be made of participants’ mobile phone numbers (as given on the 

Permission Form) and students should have the school mobile phone number of the trip leader 

– to be carried with them at all times while on the trip.  



12. Students on tours will be adequately supervised throughout the day, but not on a 24 hour basis. 

All extended school tours will involve periods without direct supervision. 

13. The trip organiser should have two emergency contact numbers; usually this will be the 

Principal and the Deputy Principal. 

14. If necessary two members of staff should carry out inspection of rooms or personal property 

(bags, suitcases etc) with the student present. This will only be done for good reasons based 

on reasonable grounds, such as concern for physical safety, suspected possession or use of 

a banned substance or other concerns. 

15. If a search is deemed necessary, the student should be asked to empty his/her own pockets, 

suitcase / bags or to search the clothing that he/she is wearing. 

16. If a student is found to be in serious breach of any of the rules in the School Code of Behaviour, 

the staff in charge must contact the Principal immediately. 

17. An Accident/Incident Report Form must be completed for all accidents or incidents which have 

occurred. Examples of reportable incidents include: persistent lateness at the rendezvous 

point; not staying with the group; rudeness to teachers; and serious breach of school rules, 

particularly in relation to alleged or proven alcohol or substance abuse. 

 

 

School Tours: Roles and Responsibilities: 

 

Board of Management 

 

- To ensure that the policy is developed and evaluated. 

- To approve the policy 

- To ensure that all aspects of the policy are adhered to prior to and during the tour. 

 

Principal/ Deputy Principal 

 

- To establish structures and procedures for the implementation of the policy 

- To monitor and support the implementation of the policy 

- To promote and foster school tours. 

 

 

Tour Leader 

 

- It is recommended that one teacher be nominated as the Director of the tour who will be 

expected to ensure that it is conducted in accordance with agreed standards. 

- When the proposal is sanctioned by the Principal/ Board of Management the school tour 

organiser will inform the pupils and parents concerned. When numbers are concerned she/ 

he will invite staff members to join the team. 

 

Tour Team organisation and planning 

 

- Tour Team and Reserve List: A Tour Team, led by the Tour Leader(s) should be put in 

place as soon as possible. A reserve list is advisable in case a member of the team should 

subsequently be unable to travel. 

- Organising Roles: The Tour Leader(s) should meet the full Tour Team at the outset so as 

to discuss individual duties. Ideally all members of the Tour Team should be involved in 

organising the tour, taking up duties in one of the following areas. (a) Tour Finances – the 

Tour Leader or Deputy Leader (b) Group Passport – the Tour Leader or Deputy Leader – for 

reasons of privacy some students may obtain their own passports. (c)  E111 forms and 



insurance – any member of the Tour Team (d) The Tour Itinerary – cultural passes, internal 

tours – any member of the Tour Team  (e) General needs – medical kit, home contact 

numbers, medical services’ contacts in area to be toured etc. – any member of Tour Team.  

- Planning Tour Supervision: Prior to leaving each teacher should be assigned a small 

number of students and be known to the students as their Group Leader. If possible these 

groups should remain unchanged throughout the tour. 

- Planning Tour Supervision Rota: The Tour Leader should place teachers on a Supervision 

Rota for use in the various types of overnight accommodation used. 

 

Professional Responsibilities of the Tour Team 

 

Here is the agreed statement of the professional responsibilities and duties of staff for the duration 

of the tour.  

 

Mindful of the DES guidelines regarding Child Protection the following must be observed: 

 

- Teachers will act in a responsible manner (including the consumption of alcohol) having 

regard to the fact that they are in the company of and responsible for the care of young adults. 

Teachers will maintain the same standards of care as apply in a school situation. 

- It is important that the rules agreed by teachers and parents and signed by students are 

enforced by all teachers while away with student, especially with regard to the consumption 

of alcohol by students. 

- The organising teacher must ensure that adequate travel and school insurance is in place. 

- Teachers must inform the Principal of his/her intention and proposed itinerary before 

informing pupils, other staff members of parents. 

- Discuss the proposed itinerary, dates of departure and return, age-group of students (year) 

and estimated cost of the trip with the Principal. 

- See written permission from the Board of Management at least five months in advance. 

- Consult parents twelve months prior to departure for foreign trips. Any overnight trip will 

require one months notice. 

- Provide information re: cost of trip, pocket money and any additional costs which may arise. 

- Discuss discipline code with students and parents. 

- Organise insurance/ passport/ E111/ Point of contact 

- School trip must take place within school holiday period as per D.O.E. circular. 

- Inform teachers of the purpose of the trip to promote cross curricular learning in the class 

before and after the class. 

- Inform teachers of the purpose of the trip to promote cross curricular learning in the class 

before and after the trip.  

- Reporting back to Principal and Board of Management. 

Arrangements should be made for a summary report from the School tour leader to the 

Principal and the Board of Management outlining: the achievements of the tour, a financial 

statement, any difficulties or problems which arose during the course of the tour. 

 

Parents 

 

- Sign consent forms/permissions via the school TYRO app giving permission to their 

son/daughter to go on the tour.  

- Parents should be made aware of  

• The objectives of the tour. 

• The itinerary and duration of the tour. 

• The costs involved and method of payment. 



• The rules of behaviour to be observed. 

• Information regarding insurance and indemnity. 

- Attend Scheduled meeting and sign Rules and Procedures Form supporting the rules that 

are in place. 

- Inform the tour leader of any medical condition(s) of which the leader should be aware of to 

ensure the health and safety of all students while in the teachers’ care. 

 

Parents should be made aware of their duty to inform the school of any relevant Health or Safety 

issues which might affect their children. 

 

The signed permission of parents must be an essential pre-requisite for the participation of their 

children in any school tour. 

 

Students 

 

Students must obey the Code of Behaviour on school tours: 

 

- Pupils must adhere to the school rules at all times. 

- Respect for all staff members and other students at all times. 

- Obey staff members at all times. 

- Respect others at all times e.g. drivers, guides, cabin crew, fellow travellers, those sharing 

transport and those sharing accommodation. 

- Students must not wander off or break away from the party without permission. 

- The use or abuse of tobacco, alcohol, drugs or any other illegal substance is forbidden. 

- Pupils must adhere to the Tour dress code as set down by the Tour Leader. 

- Pupils will participate fully in the activities of the tour. 

- Pupils will behave during leisure time if pupils are not under the direct supervision of 

teachers. 

- Pupils must follow the rules of the hotel, hostel or other type of accommodation where they 

are staying. 

- Pupils are responsible for leaving seats on all forms of transport in a tidy condition. 

- Pupils are responsible for leaving their bedrooms tidy.  

- Pupils must have respect for and comply with local customs and laws, particularly when 

travelling abroad. 

- Pupils are responsible for their own belongings. 

 

When a student is accepted to participate in a school tour he/she is obliged to comply with the 

Tour Rules and to sign a copy of the rules pledging compliance. 

 

Students must be made aware that there are sanctions for misbehaviour on a school tour. 

 

Sanctions for Misbehaviour 

Minor Misbehaviour: Should a student be guilty of minor misbehaviour, the incident should be 

dealt with in a swift and firm manner and a verbal warning may be all that is needed. The Tour 

Leader may however feel that specific sanctions are required such as: 

1.  The student missing a half-day’s activities (not however an activity related to health and 

safety). 

2.  The student missing out on a specific activity e.g. bowling. 



3.  The student missing an evening activity e.g. disco. 

If a sanction is being imposed it must be made clear to the student why it is being imposed. A student 

prevented from attending an activity must be supervised by a teaching member of the Tour Team 

for the duration of the activity. Further sanctions may be imposed when the student returns to school 

e.g. the student may be banned from involvement in future tours. 

Serious Misbehaviour: Where a student is guilty of ‘serious misbehaviour’ the Tour Leader may 

decide to phone the student’s parents/guardians to provide them with details of the incident/s. 

In ongoing and extreme cases of dangerous and/or gross misbehaviour a student may be sent home 

(paid by their parents/guardian) 

In the event of this happening, the parents/guardians will be informed and if necessary a teacher will 

travel home with the offending student. The Tour Leader will decide which teacher accompanies the 

student home. 

In the case of a serious/criminal incident (shop lifting, a violent attack etc.) the parents/guardians will 

be informed immediately and the matter will be handed over to the local police authorities. 

Examples of ‘serious misbehaviour’ include (but are not limited to): 

1.  Use/possession of alcohol. 

2.  Use/possession of illegal substances (drugs etc.) 

3.  Use/possession of cigarettes. 

4.  Misuse of legal substances (lighter fluid, tippex etc.) 

5.  Disruptive behaviour on coach, plane, boat or in the hotel/hostel. 

6.  Lack of respect for accommodation rules. 

7.  Lack of respect for Tour Team or any other supervising adults. 

8.  Theft or criminal damage to property of others. 
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(ii) Day Trips within Ireland (including Northern Ireland) 

 

1. Day trips may take place during the school day or may extend beyond normal school hours. 

2. Day trips must have the approval of the Principal. 

3. Once the Principal has approved a trip, the organiser should: 

-  In order to inform parents/guardians, forward brief details of the trip to the Deputy 

Principal so as a letter home can be prepared. The staff member should include it in the 

monthly calendar and /or on the staff notice board.   

-  Place a list of students participating in the trip on the Staff notice Board. 

4. On all day trips there must be an appropriate ratio between the number of students and the 

number of staff traveling. This ratio will vary depending on the nature of the trip and the age 

of the students traveling. Students in First Year will require most supervision. On a private 

coach there should be at least one member of staff in addition to the driver. Trips may 

facilitate shopping or recreation which may not be directly supervised, as appropriate.  

5. Day trips may involve a financial cost to the student. For example, a fee may be charged to 

cover the cost of transportation to/from sporting events. 

6. The School will always have the mobile/contact numbers of the Coach Company or staff 

involved in case of delays or any other occurrences. 



7. For trips that extend beyond normal school hours, it is the responsibility of parents/guardians 

to ensure that arrangements are in place for their son/daughter’s journey to/from the School. 

The organiser of the trip must be informed in advance of these arrangements.  

8. Students will return to the school.  Exceptions will be made on an individual basis where a 

note/contact has been obtained from parents / guardians in advance of alternative travel 

arrangements. 

9. An Accident/Incident Report Form must be completed for all accidents or incidents which 

have occurred. Examples of reportable incidents include: persistent lateness at the 

rendezvous point; not staying with the group; rudeness to teachers; and serious breach of 

school rules, particularly in relation to alleged or proven alcohol or substance abuse.  

 

(iii) Sporting Trips / Activities 

1. Each coach is responsible for taking a properly equipped first-aid kit to his/her match. 

2. If a minor accident occurs the coach will treat it on the spot. In the event of a serious accident 

the coach will ring an ambulance / or other mode of transport directly. 

3. Any accident deemed to be of a serious nature is recorded on an accident report form, a 

copy of which is submitted to the Principal. Staff will appraise students of the necessary 

safety equipment for each respective sport. 

4. Staff organise transport to and from all matches, using a recognised coach company. In the 

case of local venues, parents may be asked to provide transport. 

5. When an away match is organised during school hours, the number of staff traveling must be 

dependent upon the staffing requirements of the activities in school. Generally one teacher 

will travel with a team. The needs of the students in school must receive priority when 

organising such matches. 

6. An Accident/Incident Report Form must be completed for all accidents or incidents which 

have occurred. Examples of reportable incidents include: persistent lateness at the 

rendezvous point; not staying with the group; rudeness to teachers; and serious breach of 

school rules, particularly in relation to alleged or proven alcohol or substance abuse.  

 

Monitoring and Review 

As part of the Development Planning process Grange P.P.S. will monitor, review and evaluate this 

Policy and all related work and procedure on an ongoing basis to ensure legal compliance and the 

maintenance of best practices. 

 

This reviewed Policy is deemed ratified by the Grange Post Primary Board of Management on the 

11th May 2026. 

 

Date for next review:   2029-2030 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

Outings and Trips Student Rules and Procedures Contract 

 

When on school outings all students are representing Grange Post Primary school and as 

such are bound by the School Code of Behaviour.  However, to ensure the Health and Safety of 

all, there are additional expectations on students specifically relating to behaviour on school outings/ 

trips as follows: 

- Pupils must adhere to the school rules at all times. 

- Show respect for all staff members and other students at all times. 

- Obey staff members at all times. 

- Show respect to others at all times e.g. drivers, guides, cabin crew, fellow travellers, those 

sharing transport and those sharing accommodation. 

- Students must not wander off or break away from the party without permission. 

- The use or abuse of tobacco, alcohol, drugs or any other illegal substance is forbidden. 

- Pupils must adhere to the Tour dress code as set down by the Tour Leader. 

- Pupils will participate fully in the activities of the tour. 

- Pupils will behave during leisure time if pupils are not under the direct supervision of teachers. 

- Pupils must follow the rules of the hotel, hostel or other type of accommodation where they are 

staying. 

- Pupils are responsible for leaving seats on all forms of transport in a tidy condition. 

- Pupils are responsible for leaving their bedrooms tidy.  

- Pupils must have respect for and comply with local customs and laws, particularly when 

travelling abroad. 

- Pupils are responsible for their own belongings. 

 

Sanctions for Misbehaviour 

Minor Misbehaviour: Should a student be guilty of minor misbehaviour, the incident should be dealt 

with in a swift and firm manner and a verbal warning may be all that is needed. The Tour Leader 

may however feel that specific sanctions are required such as: 

1.  The student missing a half-day’s activities (not however an activity related to health and 

safety). 

2.  The student missing out on a specific activity e.g. bowling. 

3.  The student missing an evening activity e.g. disco. 

If a sanction is being imposed it must be made clear to the student why it is being imposed. A student 

prevented from attending an activity must be supervised by a teaching member of the Tour Team 

for the duration of the activity. Further sanctions may be imposed when the student returns to 

school e.g. the student may be banned from involvement in future tours. 

 

Serious Misbehaviour: Where a student is guilty of ‘serious misbehaviour’ the Tour Leader may 

decide to phone the student’s parents/guardians to provide them with details of the incident/s. 

In ongoing and extreme cases of dangerous and/or gross misbehaviour a student may be 

sent home (paid by their parents/guardian).  In the event of this happening, the parents/guardians 

will be informed and if necessary a teacher will travel home with the offending student. The Tour 

Leader will decide which teacher accompanies the student home. 

 

In the case of a serious/criminal incident (shop lifting, a violent attack etc.) the parents/guardians will 

be informed immediately and the matter will be handed over to the local police authorities. 

Examples of ‘serious misbehaviour’ include: 



1.  Use/possession of alcohol. 

2.  Use/possession of illegal substances (drugs etc.) 

3.  Use/possession of cigarettes. 

4.  Misuse of legal substances (lighter fluid, tippex etc.) 

5.  Disruptive behaviour on coach, plane, boat or in the hotel/hostel. 

6.  Lack of respect for accommodation rules. 

7.  Lack of respect for Tour Team or any other supervising adults. 

8.  Theft or criminal damage to property of others. 

9.  Any other breach deemed serious by the teacher/s. 

When a student is accepted to participate in a school tour he/she is obliged to comply with the 

Tour Rules and to sign a copy of the rules pledging compliance.  Having read the above rules and 

sanctions in detail please complete below.  

I accept the rules as they are described above and I agree to adhere to all the above rules 

while on this school trip/ tour.  I am aware that if I breach any of the above rules sanctions 

will apply as described. 

Signed:  _______________________________ (student) 

Signed:  _______________________________ (parent) 

 

In the event of any emergency or behavioural issue a parent/ guardian must be available for 

contact for the duration of the tour.  Please provide contact details below: 

 

Student Name: _______________________                   Student mobile No:   

________________________ 

Contact 1 

Name:  ___________________________  Relationship to student: 

______________________ 

Tel. No: ___________________________  Additional No. :  

___________________________ 

 

Contact 2  

Name:  ___________________________  Relationship to student: 

______________________ 

Tel. No: ___________________________  Additional No. :  

___________________________ 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

Educational Outing Form 

 

Details of School Tour 

 

Name of School Address Roll No. 

  

 

 

 

 

Tour Dates 

From To Number of School Days 

 

___/___/_____ 

 

 

___/___/_____ 

 

 

Brief Outline of Tour 

 

 

 

 

 

 

 

 

 

Number of Students Participating Total number of students in relevant grade 

 

 

 

 

 

If some students are not participating, outline the reasons why 

 

 

 

 

 

 

 

 

 

 



 

Expected benefit to accrue from the tour 

 

 

 

 

 

 

 

 

 

 

Why is the tour deemed to be necessary 

 

 

 

 

 

 

 

 

 

 

 

 

Adults accompanying the students 

Class Teacher Number of other teachers Number of other adults 

  

 

 

 

 

Confirmations 

That appropriate arrangements are made in 

accordance with Circular PPT 01/03 for those 

classes whose teachers are absent with the tour 

 

 

Yes:  

 

No: 

That adequate insurance is in place to cover all 

risks while on tour 

 

 

Yes:  

 

No: 

That parental permission has been secured for 

each student who is to participate on the tour. 

 

 

Yes:  

 

No: 

A risk assessment has been carried out for the tour  

Yes: 

 

No:  

 

 

 

 

 

 

Signature of Principal:                                                         Date: 

http://www.education.ie/servlet/blobservlet/ppct01_03.doc


 

 

 


