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1.General Policy 

The Board of Management St Clare’s Comprehensive School supports and encourages school tours. It 
concurs with Department of Education guidelines which state that  
 
"the objective of educational tours for schools should be that they be of benefit in the intellectual, 
cultural and social development of the pupils taking part in them and any activity, in connection with 
the tour, which is in conflict with this objective is to be avoided". 
 
School tours are categorised under two headings: those which are demanded by the particular 
curriculum subject, such as field trips and those which deepen the student's knowledge and 
understanding of the cultural, social and physical aspects of the areas or countries visited. Student tours 
to develop linguistic skills are a good example of the latter. 
 
To reflect a world which is developing and changing, current educational philosophy recommends that 
students have first-hand experience wherever possible. School tours allow learning to extend beyond 
the walls of the classroom and as such are an integral part of a balanced educational process. School 
tours require good preparation and organisation to optimise the learning experience for students. 
 
The Board would hope that all school trips and tours would have a beneficial effect on pupils, enhancing 
both their academic prowess and their social skills.  

In circular letter M20/04 the Department of Education and Science has devolved to Boards of 
Management the authorisation to grant approval for educational tours by school groups both inside and 
outside the State subject to a number of criteria which are set out in this circular letter. It is 
recommended that all Boards of Management should ensure that a clear policy statement on these 
activities is prepared for the guidance of staff, pupils and parents 

In preparing such a policy statement it is recommended that the following issues be addressed:  

2. Proposals for the operation of school tours. A clear mechanism will be agreed by which teaching staff 
can put forward proposals for the operation of school tours. There should be an agreed length of time 
between the submission of a proposal and the starting date of the proposed tour (Minimum of one 
month for any overnight trip). In this latter regard it is preferable that, insofar as possible, a full 
schedule of such events be known and approved at the beginning of the school year in which they are to 
take place.  

The approval of proposals is a matter for the Board of Management subject to the recommendation of 
the Principal and appropriate senior management staff.  

In granting approval consideration will be given to:  Child Protection and Health and Safety Issues for all 
travelling 

  Conformity with the criteria in circular letter M20/04. 

  The number of other proposed events to take place during the course of the year 

  The timing of the event and its effect on other school activities 

  It’s implications for the normal teaching routine of the school 

  The suitability of travel and accommodation arrangements. 



 

3.The Tour Leader and other Tour Staff.  

 A teacher will be nominated as the Director of the Tour who will be expected to ensure that it is 
conducted in accordance with all agreed standards. The Tour Leader will act as or nominate a 
Designated Liaison person with responsibility for Child Protection issues. All tour leaders therefore 
need to receive up to date training on a regular (ideally an annual) basis. The Tour Leader will also 
recruit / nominate a member of the Tour Party to be responsible for Health and Safety issues on tour. 
A statement of the professional responsibilities and duties of all tour staff for the duration of the tour 
will be agreed. Although it may be difficult and even impossible at times every effort should be made 
to remain in contact with the school and particularly with the Principal / Deputy Principal during the 
tour.  

4.Pupil/Teacher ratio. The ratio of pupils to teachers should be in accordance with criteria agreed by 
the Board of Management in advance.  

This pupil/teacher ratio might be expected to vary in certain circumstances:  The age and the maturity 
of the pupil involved. 

 The availability of alternative adult supervision e.g. parents, Special Needs Assistants.   

 The length of the tour. 

   The activities to be engaged in. 

 5.Costs and accountability for Finances. The overall cost of a school tour should be agreed in advance 
and should be such as to take into account the ability of pupils and their parents to pay. The income 
and expenditure of funds associated with the tour should conform fully to the accounting practices of 
the school.  

6.Rules of Behaviour during the School Tour. The code of behaviour to be observed by pupils during 
the course of the school tour will be agreed and made known to pupils, parents and teachers in 
advance. Every effort should be made to ensure that the rules of behaviour are positive and 
consistent with the objectives of the school tour and with the age and level of maturity of the 
participating students. They should deal explicitly with a number of issues:   

 The use or abuse of tobacco, alcohol, drugs. 

   The full participation by pupils in the activities of the tour. 

  Behaviour during leisure time if and when pupils are not under the direct supervision of 
teachers.  

  Travelling on private or on public transport. 

  Respect for and compliance with local customs and laws, particularly when travelling abroad.   

 Behaviour of pupils in hotels/hostels and other overnight accommodation. 

Students and parent(s)/guardian(s) shall acquaint themselves with the school's Code of Discipline and 
agree to abide by it. Each student and her parent(s)/guardian(s) shall be given a form outlining any 
additional rules, regulations and special requirements and shall be required to sign this. 



 
 

The Board of Management specifically wishes to draw attention to the following: 
 
(i) All underlying medical/dietary conditions or other issues which may impact the outcome of the 
tour should be disclosed to the Tour Leader in advance by the parent/guardian. 

(ii) Students must follow instructions of Tour Group Leaders at all times. 
 
(iii) Students must stay with the tour group. A student may not go off by him/herself or wander off 
anywhere alone: students must stay in groups at all times. 
 
(iv)Students must not purchase alcohol or tobacco products for any purpose at any stage of the tour. 
 
(v) The use of alcohol or other non-medically prescribed drugs by students on a tour is absolutely 
forbidden. 
 
(vi) The Board of Management requires parent(s)/guardian(s) to guarantee that when their 
child/ward comes to the school to assemble for the start of a school tour; she/he does so free of 
illegal substances either on her person or in her luggage. 

7. Contact Information.  

The Tour Leader must ensure that complete contact information is left available in the school 
during the tour for use in the event of an emergency. This should include:   

 A listing of all of those taking part together with home contact details. 

   The itinerary to be followed and contact details. 

  A contact telephone number for the Tour Director. 

 8. Insurance and Indemnity. 

 School tours within Ireland (including Northern Ireland) by pupils and teachers from C & C schools are 
normally covered by the State Indemnity provided the Board of Management properly approves the 
tour. Where, however, the tour is involved in an activity of a specialist nature, such as an outdoor 
Education Centre that requires supervision by trained professionals, the Board of Management may 
not rely entirely on the State Indemnity for insurance purposes. In considering applications/requests 
from teachers to bring students on an outdoor activities type tour e.g. Transition Year Group for 
orienteering, canoeing, hill walking etc. activities the Board should ensure:  

(i) Written applications giving full details of the proposed tour are submitted to the Board of 
Management.  

(ii) The school receives a copy of the Outdoor Activity/Pursuits Centre Public Liability 
insurance certificate and notes any limitations stated in the policy.  

(iii) The school receives details of the professional qualifications/training of the Outdoor 
Activity/Pursuits Centre staff who will be leading/guiding the students in the specialist 
outdoor activities.  



(iv) Parents/guardians should be encouraged to effect Personal Accident Insurance cover for 
their students. The insurance company should also be contacted to ensure the students 
are covered for these specialist outdoor activities under the Personal Accident policy.  

(v) The State Indemnity still applies to the teachers who accompany the students to the 
Outdoor Activity/Pursuits Centre in the performance of their normal supervisory and 
pastoral role.  

(vi) Where doubts remain then the Board of Management/School Management should seek 
and acquire appropriate insurance protection for the Board of Management, teachers and 
for students.  

(vii)  Boards of Management/School Management should not approve the release of teachers 
to supervise and or the attendance of students on these specialist tours to Outdoor 
Activity/Pursuits Centres unless all aspects of supervision, training and insurance are 
clarified with all interests and noted. In the case of school tours outside the island of 
Ireland the Board of Management should not rely on the State Indemnity for insurance 
purposes. Appropriate travel insurance should be taken out to cover those embarking on 
the tour.  

9. Reporting back to Principal and Board of Management.  

Arrangements should be made for a summary report from the Director of a school tour 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. 

10. Notice to Parents. Provision should be made to ensure that parents of pupils who might 
participate in a tour are given adequate notice outlining:  

  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. 

 Any relevant information. 

   Information regarding insurance and indemnity. 

  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 

 

 



 
 
 
 

St Clare’s Comprehensive Parental Consent Form & Emergency Information for School Tours  
 
Name of Student: ___________________________________ 
Date of Birth:_____________________________             Class: ______________________ 
Address: ___________________________________________________________________ 
___________________________________________________________________________ 
 
Tour Leader Name: ________________________________________________________ 
Trip or Activity Planned: ____________________________________________________ 
 
Expectations and Instructions: 
The following expectations are required of each student:   

 To follow instructions given by the teacher 
 To stay with the group unless appropriate authorisation from a teacher has been 

given.  
 To comply with all school rules as per Code of Behaviour 
 Parent/Legal Guardian Medical Emergency Authorisation In the event of a medical 

emergency while my child is participating in a school trip,  
I authorise St Clare’s Comprehensive officials to release the following information as 
requested by the healthcare provider.  
 
Parents are required to attend in person a briefing regarding the School Tour.  
 

This form should be completed and returned to the school in advance of the school tour. 
  
Emergency Contact Information  
1st Choice_Name______________________ Phone (WK)______________ ( HM)____________ 
2nd Choice Name:_____________________ Phone: (WK) ______________ (HM)____________  

 
Emergency Medical Information (Please complete as applicable.) 
Family Physician:________________________________ Phone______________________ 
Date of last tetanus booster: ____________________________ 
My child is allergic to:___________________________________________________________  
Medication taken routinely: ______________________________________________________ 
Special health needs:____________________________________________________________ 
Name of insurance company(if any):________________________ Policy   _________________ 
EHIC (E111)  no.       _________________________________ 
Any Additional Information which may impact the outcome of the tour 
___________________________________________________________________________ 
This form must be kept with school officials at all times during the school trip.  

 
____________________________Parent/Legal Guardian Signature_________________ Date 

 
 


