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School Tours

January 2008

Tours 

Notice:  This resource is intended to assist schools in devising their own procedures on school tours. While every effort has been made to ensure the accuracy of the information provided, schools are advised to consult up to date circulars, recent legislation or guidelines from relevant agencies if they have specific queries regarding this topic.

Background: 

DES Circular 12/79

‘The objective of educational tours for schools should be that they be of benefit to the intellectual, cultural and social development of the pupils taking part in them, and any activity, in connection with a tour, which is in conflict with this objective, is to be avoided’.

DES Circular 7/61

3. If less than one quarter of the pupils on the roll of the school participate in the tour, the school must be kept in operation on the date in question and the participation in the tour may be reckoned as attendance at school subject to the conditions specified in paragraph 4.

4. the following are the conditions which must be fulfilled before the participation of pupils in an educational tour may be reckoned as attendance at school:-

(a) that, as a rule, the pupils be present at the school in the morning and that their attendance be recorded in the Roll Book. If, for any reason, it is not possible for the pupils who participate in the tour to be present at school in the morning, a separate roll of their attendance should be taken and the roll should be carefully preserved among the school records;

(b) that the parents of the children are prepared to allow the children to take part in the tour;

(c) that the pupils be accompanied by one or more teachers who will be responsible for them. Where the circumstances of the school permit, one teacher for, say, every twenty pupils should accompany them;

(d) that any teacher attending the tour will have obtained the prior permission of the manager.

It is understood clearly that the Department will not be responsible for any costs arising out of an educational tour or out of any accident which might occur during a tour. In his own interest, each manager should satisfy himself that he is adequately covered by insurance against liability in respect of injury to pupils and teachers while participating in educational tours.

School Tours involving Foreign Travel:

In exceptional cases, and with prior permission, schools may be facilitated in taking pupils out of the country on educational tours. The following conditions should be borne in mind:

(1) Fees may not be charged to parents/guardians of pupils participating in the tour. The tour should be financed from a central fund and no child should be precluded from participating due to financial constraints.

(2) The agreement of the Board of Management and the parents should be obtained. It is suggested that the written permission of parents/guardians of participating pupils should be obtained.

(3) The pupils will be accompanied by teachers who will be responsible for the adequate supervision of pupils on behalf of the Board of Management

(4) It is to be clearly understood that the Department will not be responsible for any costs involved and will not be liable in the event of any accident occurring during the course of the tour. The Board of Management should confirm arrangements in advance for adequate insurance of pupils and teachers on the trip.

(5) Arrangements must be made for the continuation of school for the pupils not participating in the tour.

p. 3 Solas (March 2001)

Increasingly, schools are finding it necessary and helpful to have a published policy on school tours. Such a policy could include points on:

· Frequency, duration and areas of destination of tours for different class groups

· Who decides on/organises school tours

· When Board of Management approval is sought

· When and how information is conveyed to parents

· Collection of funds

· Level of supervision/accompanying of pupils

· Code of conduct on tours

· Provision for pupils who choose not to go on a tour

· Accountability.

CPSMA Management Board Members’ Handbook 2007

Schools may close for 1 day in the school year for the purpose of a school education tour with the permission of the Board of Management. At least 25% of the average enrolment of the school must go on the tour before the school can close. The school roll need not be marked for that day. The day counts as one of the required 183 minimum days. Teachers taking children on tours or outings should satisfy themselves that the pupils in their charge are adequately insured by the Board of Management, or tour operator, against loss or injury which might occur.

p. 30 INTO Handbook 2006 (CD)

Teachers are protected in respect of any school related activity provided that they are acting with the authority of the Board of Management.

It is advisable however, that when pupils are taken to places of public interest/adventure playgrounds etc. that the school authorities/proprietors of these venues/activities are also adequately insured for any liability that they may have in the event of an accident or injury.

p. 40 A Guide to Insurance, Safety and Security in the School, 2001, Church and General.

The level of supervision required is the same as for other activities, in and out of school. Parents (and others) assisting with supervision should always be accompanied by a teacher.

When arranging a school trip always obtain from the parents or guardians a signed form indicating their consent to the pupil going on the trip, and also giving the teacher the right to authorise any medical or surgical procedure necessary.

Primary Education Management Manual. Thompson Round Hall.

3:3.14 Transport within school activities

Apart from the home-to-school arrangements described above, transport may also be provided from the school for school activities (during or outside the formal school day), for example:

· sports and swimming facilities outside the school campus

· educational day trips

· music or similar activity groups

The cost of the transport in these cases will be funded by the pupils involved or by the school. The school will have a responsibility for supervising the transport where it is a formal school activity.

Section 5.1.5 deals with visits to outdoor adventure centres and foreign trips.
Questions the school may need to address:

· What do we mean by school tours?

· Why are school tours arranged?

· Is BoM approval required for each tour?

· How is parental involvement managed - consent to travel, involvement in actual trip, clarity of role/responsibility while on trip? Bear in mind that overall responsibility for the pupils rests with the teacher(s) as it would on a normal school day. 

· Who is responsible for making arrangements - selecting venue, booking transport, collecting money, making payments…?

· Consider:

· Frequency, duration, age groups and appropriate destinations

· Link to areas of curriculum

· Cost – is the cost likely to be affordable for all pupils?

· Level of supervision – related to venue, activities…

· Should the level of supervision be above that required if pupils were in school e.g. pupils more excited etc.

· Is the trip/activity in compliance with terms of insurance cover?

· Code of conduct while away from school

· Inclusion of pupils with special needs

· Arrangements for those not going on tour

· Arrangements for travelling from school to home on return – collection, delays…

· Means of communication with parents while away

· Are there arrangements in place to deal with any emergency that might arise while away from the school? e.g. consent to take injured child to hospital…
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