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School Tours/Field Trips & Excursions Policy

.A. Introduction
Taking into account the age and interests of the children and the curriculum being covered, school tours will be arranged by the school to present the children with  new experiencs in which they can observe, investigate and relate their findings to their own environment. Tours are an extra-curricular activity and will be arranged at the discretion of the Class Teacher and subject to the approval of the Principal/BOM.

This  policy was drafted  in consultation with the staff and circulated to the Board of Management (BoM) and Parents Association for observations and feedback before its final presentation.

.B. Rationale
It has always been the policy at SBC to organize age-appropriate tours for all classes. Tours/Excursions are structured in such a way as to provide an educational aspect in addition to an entertainment and recreational value. The need for this policy arises due to children being exposed to a wide variety of different experiences while on school outings, and the necessity to have a framework for good practice in place to cover all eventualities. At SBC, we will only visit reputable venues that are safe and where worthwhile educational experiences are provided. In line with our Child Safeguarding Statement and associated Risk Assessment Document, all staff at such venues/facilities must comply with and provide proof of the required training, insurance and vetting. 
.C. Aims
· To provide an enjoyable educational experience for all children

· To ensure all practical possibilities are covered in reducing the exposure of children to risk on outings

.D. Policy Content
As always, comma the Class Teacher is responsible for his/her own class.  However, it is school policy to ensure that a number of other staff members and/or volunteers  accompany a teacher on the  trip and assign individual groups of 12-15 children approximately to each adult. This number varies on the age and needs within a class. No matter what size a class is, there will always be a minimum of 3 adults on each tour. (This allows for one adult to accompany an injured child to hospital while leaving 2 adults with the rest of the class if  such an emergency develops). As per our Official Child Safeguarding Statement and associated Risk Assessment Document, all parents/volunteers who assist the teachers on such tours/outings, must provide documentary proof of Garda Vetting/Clearance to the school before their assistance can be accepted/sanctioned. We must refuse all such help unless Vetting Regulations are followed in full. 
.E. Tour Kit
Tour Leaders will take a Tour Kit on all outings.  These will be available from the office.  The kit will contain the following:………
· Copy of SBC School Tours/Field Trips & Excursions Policy Document
· Directions/Correspondence

· First Aid materials, refuse and illness bags, water, kitchen-roll
· Own mobile phone, umbrellas etc.
· Any additional medication needed by an individual child (according to our Policy on the Administration of Medicine)
· List of Names of children going on the tour and contact numbers for home.
· All payments for the venue and transport etc.
.F Costs
The teachers will ensure that the cost of the tour is reasonable and represents value for money.  All children will be actively encouraged to save towards the cost of the tour. Parents will be made aware of the total cost well in advance of the tour, so that provision may be made for payment. No child will ever  be refused participation in any proposed school activity because of family inability to pay the costs involved. Should a teacher become aware of special circumstances, the Principal should be informed and a proposal made that the child’s tour fee would be discreetly paid by the school. 

.G. Venue
Lists and literature on suitable venues for all classes are available in the Staffroom. Venues will be booked well in advance to guarantee preferred dates during the final term. Teachers will be conscious of the likely “busier days”. We always endeavour to match the venue with the age and interests of the pupils attending. Teachers must be familiar with the venue,- with particular reference to educational opportunities afforded, and services available (phone, toilets, emergency facilities).  Where no phone facilities exist, the Tour Leader will have a pre-arranged plan to deal with emergencies (ie own mobile phone; access to relevant contact/emergency numbers).
.H. Transport & Conditions of Hire
· At SBC, we only deal with reputable transport/bus companies with a long standing record of quality service.
· Tenders are sought for bus hire 6-8 weeks in advance of the annual school tour by the school secretary  

· All transport will be booked with reference to best price and quality of service.

(     A form of transport, appropriate to the distance and the numbers travelling will

       be chosen.
· The bus company/suppliers and drivers must fulfill the following conditions:….
· All transport supplied will be suitable and well-maintained.  
· Buses will be equipped with fully functioning seat belts for all.

· Teachers have the right to refuse any bus they find unsuitable for their outing.

· If the bus proves unsuitable,- a replacement will be supplied or the money refunded.  
· In line with our Official Child Safeguarding Statement, we must insist that the bus driver has been properly vetted and documentary proof of same should be forwarded to SBC in advance of the tour date itself. 

· The driver must be used to dealing with children and have a thorough knowledge of both the itinerary and timetable for the tour.  
· The driver is responsible for the safety of the children while they are travelling,

but teachers have the right to intervene if it is felt that safety of the children is compromised:  
· The group will have access to the bus for the full day

· If the weather conditions are unfavourable,- the group will have the use of the bus

for sheltering or for eating lunch.  
· The consumption of food(snacking) and singing on the bus - at an acceptable level - will be at the discretion of the Teacher(s) in consultation with the driver  
· Buses will be left as they were found (ie All litter etc will be gathered prior to leaving the bus when the children return to SBC).
.I. Weather Conditions
Parents should be aware of changing weather conditions depending on the time of year. Rain and head gear may be essential for all children and a change of clothes may be necessary, depending on the venue.  During days of particularly strong sunshine, parents should apply suncream before children depart on tour and this suncream should be included in the child’s bag of provisions for the day. We also suggest that children wear a baseball cap to protect their head and face from sunburn on days when the sun is noticeably strong. 
.J. Equality of Access
Teachers will choose a venue suitable to the level of all the children attending.  They  will also ensure that venues are suitable for pupils with special needs, physical disabilities or other individual considerations. Teachers will  consult with the Principal about choice of venue if there are any queries of accessibility for individual children. SNAs will accompany particular pupils on school tour if the situation demands and when the Principal decides that such action is necessary. 
On occasion, and as the need demands,-parents of SEN  pupils may be asked by the Principal to accompany their child on such tours/field trips. These parents shall have no other role or interaction with any other pupil and their actions will be monitored closely by school staff. The sole purpose of these parents’ presence is to support and attend to the specific needs of  their own child so that he/she can partake in the full tour/trip experience. 
.K. Uniforms
Teachers will consult with the Principal  before deciding whether uniforms or casual clothes should be worn by all pupils on the trip/tour. With reference to Child Protection Guidelines,-  Pupils from SBC will never wear name-badges/labels on any such tours/field trips.
.L. Reports
Where problems arise either with the venue or transport, Teachers will report back to the Principal. In most cases, a verbal report of any issue may suffice. However, if the matter is deemed serious and a follow up enquiry is needed,- then the Teacher(s) will be required to prepare a written report as well. 
.M. Conduct on Tours
Pupils’ behaviour on tours will comply with the standards set down in the School’s Code of Positive Behaviour & Discipline.  In certain circumstances,- and in order to secure a place on the trip/tour, some parents may be asked to agree to a Contract of  Behaviour to guarantee their child’s conduct.  Where it is felt that a child’s conduct would pose a safety risk or inhibit the educational benefit for himself/herself or others, the school may impose a serious sanction and refuse him/her permission to travel.  Parents will be advised of this in advance and the pupil will be expected to attend school instead of going on the tour. 
.N. General School Rules for Tours/Field Trips & Excursions 
· Children must obey their supervisors & teachers at all times.
· Children must remain seated with buckled seatbelt while the bus is in motion

· Children are not allowed to eat/drink on the bus unless otherwise allowed to do so by the Teacher(s) in charge.
· Children are not allowed to bring mobile phones or electronic gaming devices on any such tours/field trips. 
· Children should not bring spending money with them unless permission is given by the Principal to do so.  If spending money is permitted, then the Principal shall decide on the appropriate maximum amount, based on the age of the pupils and the venue they’re attending. 
· Children must remain with their allocated grouping and supervisor at all times.
· Children will line up in their individual groups upon entering and exiting the bus.
· Children should never attend a bathroom alone and must be suitably monitored by SBC Staff on all such occasions.

· Roll Calls/Head Counts are taken when children return to the bus or centre after each segment of the tour.
· Teachers and the School shall remain in contact throughout the day.
· Usual school rules regarding our Healthy Eating & Nutrition Policy apply on all trips/tours unless otherwise advised by the School Principal.
· Teachers on tour will contact the school directly in the event of emergency, time delay or significant change to the tour schedule. Text alerts may also be sent out to parents via the Text-a-Parent system if needs be. 
.O. Safety &  Supervision
Teachers will be extra vigilant when taking children out of the school.  Special attention will be paid to – Road Safety; Behaviour on the bus; Risks posed by particular venues etc (e.g. adventure playgrounds, areas of water etc.).   Teachers must accompany their class throughout the tour and are fully responsible for the children at all times during the day. At SBC we try to aim for a minimum supervision ratio of 15:1. Shared supervision will allow for teacher’s lunch and toilet breaks.

In cases of  extreme/critical accident or emergency, one teacher will accompany an injured child to hospital, while the remaining teachers, SNAs and/or volunteers shall remain with the rest of the children. In the case where there is only one Class Teacher with accompanying parent volunteers on the tour, a parent will accompany the injured child to hospital while the teacher concerned remains with his/her class. All procedures under our Health & Safety and Critical Incident Policies will be adhered to in these situations.
.P. Local Field Trips
Fieldtrips which relate to a particular curricular area are encouraged by all at SBC. These trips can range from simple walks around the school to organised trips to relevant places of interest in the locality. 

The Principal must be informed in advance if it is proposed that a class or group of children intend to leave the school grounds. 

Teachers are encouraged to plan and prepare children in advance and to carry out some follow- up work in the classroom following the fieldtrip. 

Teachers should ensure adequate supervision at all times. It is school policy to assign at least 2 adults to each class on a field trip. Where necessary, an SNA or parent/guardian/volunteer should accompany the class on the trip. (With reference to our Official SBC Child Safeguarding Statement and associated Risk Assessment Document, any volunteer helping out in such situations must provide documentary evidence of Garda Vetting/Clearance in advance of such activities taking place). 
Children should be appropriately dressed for the fieldtrip e.g. raingear, suitable footwear etc. 
Buses booked for fieldtrips must be fitted with individual seatbelts and these should be worn by all children.(See the relevant Section H,-Transport & Conditions of Hire presented in this document.)
All aspects of both our Health & Safety Policy and Child Safeguarding Statement  must be fully complied with by staff and pupils throughout the trip in question. 
.Q Informing Parents
Teachers will ensure that Parents are given sufficient notice of:……….
· Tour dates will be added into all school calendars/diaries as soon as they have been finalised and/or fully booked.

· Destinations, Itinerary & Timetable
· Cost

· Special clothing necessary and sample packed lunch (no glassware)
· Any time delays or changes to the tour schedule that are experienced on the tour day itself can be communicated to our parents via text- alert.
.R.Success Criteria
· Positive experiences for all

· Children having a safe enjoyable learning experience

· Teacher/Parent Satisfaction
· Value for money

Note: We at SBC will review each tour/field trip under the headings of The Success Criteria listed above and will make recommendations on both transport and venue based on the whole experience for all participants. 

.S. Ratification, Implementation and Review
· This newly revised policy replaces an older document which had been in place since amalgamation in September 2000 and which was reviewed every three years from its first draft. 

· The policy as presented here reflects all current legislation regarding Health & Safety and Child Protection.

· It was ratified at a BOM Meeting held on 26/2/’18 and has been fully implemented since that date. It will be monitored and evaluated on an ongoing basis and shall be reviewed/revised as the need arises or as demanded by any new legislation. 

· It has been communicated to all staff and the parent body. It is also available to all interested/relevant parties on our school website. In line with Official School Policy, it will undergo a complete re-draft in early  2020 prior to the booking of the school-year 2019-2020.
 Signed: _____________________________________________ (Chairperson BOM)

                                           Emma Gonoud

               _____________________________________________ (Principal)

                                           John O’Sullivan

                                       Date: ____/____/’____
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Appendix .1.

School Tours/Field Trips & Excursions Policy
Tour/Field Trip Checklist

.A. Before the Tour

· Provision has been made for those how can not afford the (full) cost….. 

· Venue booked……………………………………………………………
· Supervision identified and ratio set………………………………………
· Arrangements are in place for SEN Pupils……………………………….
· Alternative arrangements in response to inclement weather……………..
· First Aid Kit……………………………………………………………..
· Individual Medication (Inhalers etc)…………………………………….
· Transport booked……………………………………………………….
· Individual parents informed of travelling embargo on disruptive pupils…
· Timetable organized…………………………………………………….
· Parents informed by standard letter: ……………………………………
· Itinerary…………………………………………………………
· Timetable ……………………………………………………….
· Cost……………………………………………………………..
· Lunch arrangements…………………………………………….
· Clothing necessary………………………………………………
· Vetting Requirements for all “outside personnel”……………………….
.B. Agreement on 

· Tour Leader…………………………………………………………………
· Acceptable behaviour on bus and in venue………………………………..
· Departure and Return Times………………………………………………..
· Extra Supervision (target ratio 15:1)……………………………………….
· Spending Money (Maximum set) …………………………………………..
.C. Day of Tour
· Tour kits are available for each bus ………………………………………..
· Payment for venue(s) / bus…………………………………………………..
.D. After Tour
· Report back to Office/Principal ……………………………………………..
· Send “Thank You” cards to parent volunteers etc……………………………
.E. Re-Check Tour Kit Contents 


· Copy of SBC School Tours/Field Trips & Excursions Policy Document……
· First Aid materials, refuse sacks, illness bags, water ………………………..
· Newspaper/kitchen rolls …………………………………………………….
· Umbrella per teacher, directions, correspondence ………………………….
· Additional Individual Medication ……………………………………………
· Receipts from venue(s) / bus…………………………………………………

· Monies Remaining…………………………………………………………..
Before the tour
· Venue booked

· Transport booked

· Individual parents informed of travelling embargo on disruptive pupils

· Timetable organised

· Parents informed by standard letter

· itinerary

· timetable

· cost

· lunch arrangements

· clothing necessary

 

Agreement on
· Leader

· Acceptable behaviour on bus & in venue

· Departure and return times

· Extra supervisors (minimum 10:1)

Day of Tour
· *Tour kits are available for each bus

· Cheques for venues

After Tour
· Report back to office

· Send thank you cards to parent volunteers etc

*check tour kits contain
· First aid materials, refuse sacks, illness bags, water
· Newspaper/kitchen rolls
· Umbrella per teacher, directions, correspondance 
