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St. John’s N.S. Kenmare

Bunscoil Eoin Naofa An Neidín

Tel: 064-6642598 / 064-6642300

e-mail:  info@stjohnskenmare.ie
web: www.stjohnskenmare.ie
School Tours/Excursions Policy
Introduction

This policy was drawn up by the staff and circulated to the Board of Management (BoM) and Parents Association for observations and feedback. Taking into account the age and interests of the children and the curriculum being covered, school tours and excursions will be arranged by the school to present the children with a new environment and alternative social learning experience. Tours will be arranged at the discretion of the class teacher and any final decision on whether a class goes on tour is made by them .
Rationale

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.

Aims

· To ensure all practical possibilities are covered in reducing the exposure of children to risk on outings
· To provide an enjoyable educational experience for all children
Policy Content

It has been the policy of the school over the years to organise separate tour dates and destinations for each class grouping. In this school we have two of each class level so where possible both classes will arrange their school tours and excursions together. 
The tours are structured in such a way as to provide an educational aspect in addition to an entertainment, recreational and social value.  It has been recent school policy to limit shopping in shopping centres due to the unnecessary dangers children can be exposed to and the difficulty in providing adequate supervision. Trips to shopping centres will be limited to 5th and 6th class. Stops to shops may be permitted for all classes if the children are all going into the same shop and there is a ratio of adults to children of 1:15.
No teacher is responsible for more than 20 pupils.  It is school policy to assign individual groups of 10 children approximately to individual teachers.  This becomes possible as support and special class teachers accompany mainstream classes on school outings.

Procedures on school tours

· Children must obey the adult assigned to them at all times
· Children must remain seated while the bus is in motion

· Children must wear their seat belts when the bus is in motion
· Children must remain with their allocated grouping and supervisor at all times
· Children will line up in their individual groups on disembarking from the bus
· Roll calls/head counts are taken when children return to the bus after each segment of the tour

· Eating crisps/popcorn/chewing gum is not allowed on school tours.

· Teachers ensure that bus is left in the same condition as it was when first boarded

· All teachers responsible for ensuring a first aid kit is brought on tour, a class list with parents contact numbers and any medicines that individual children require

· Children are strictly forbidden to bring mobile phones or any devices that can be connected to the internet or has ability to take and record images.

Success Criteria

· Positive experiences for all 

· Children having a safe enjoyable experience

· Teacher/Parent Satisfaction
Review

 A list will be compiled of all possible school tour venues that can are suitable for this school. The school will do a risk assessment of all these venues and any additional information or guidelines unique to such venues will be noted.

Transport
The transport organiser of the tour is Nora Finnegan in the office, she will ensure that:
· Tenders are sought for all tours (minimum of 3)
· A form of transport, appropriate to the distance and the numbers travelling will be chosen
· The bus company/suppliers and drivers accept the following conditions.
Conditions of Hiring
All transport supplied, will be suitable and well-maintained.  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
The driver will  have a thorough knowledge of and follow the itinerary and timetable for the tour given to him in by the class techers before 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 the the safety of the children is compromised:
· Teacher is responsible for the discipline and behaviour of children on the bus however the bus driver will issue seat belt warnings and remind children of the safety procedures and expected behaviour
· The bus driver must provide a mobile phone number and be contactable should the school need to contact teachers/children on tour
· The consumption of food(snacking) and singing on the bus - at an acceptable level - will be at the discretion of the teacher in consultation with the driver
· Buses will be left as they were found, teachers will check bus before disembarking
Tour Kit
Leaders will take a tour kit on all outings.  The class teachers will be responsible for ensuring the kit is on the bus before departure but may delegate some responsibilty to SNASand other teachers joining the tour. 
 The kit will contain:
· A class list with parents and emergency contacts for each pupil

· A class list for roll call

· School contact details
· First aid materials, refuse and illness bags, newspapers, kitchen roll
· A mobile phone so they can contact parents, schools etc in event of any issue arising
Cost
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. Teachers will give a miniumum of two weeks notice to parents so that they have time to organise the money required. Our school policy aims to ensure that no school tour would exceed 30 euro . Teachers are responsible for the note that goes home to parents,  for collecting any money that is brought in for school tours and in ensuring that enough money has been collected to cover the cost of the tour and bus. In determining a price for the tour per pupil , it is important that if the cost of the bus is a set amount and not a defined amount per pupil then enough money will need to be collected incase some children are absent or do not go on the tour.  Teachers in conjunction with the principal can  arrange to cover the cost of a tour for an individual child, if they feel that the cost of such a tour would be a signficant financial burden to a family. Any decisions are striactly confidential and will be done discretely. 
Spending money Teachers travelling together will agree and notify their group of the upper limit on spending money.  This will be based on age and venue. Again trips to shopping centres are limited to 5th and 6th   class. If teachers of younger classes would like to stop at a shop for refrehments and ice cream then they can advise children in advance of the amount of spending money allowed.  
Venue
School tours will be conducted in term 3. Depending on the destination teachers will be conscious of the likely "busier" days and book such tours well in advance.  Not more than two classes will travel together, unless venue and transport arrangements warrant otherwise.  Where more than one class travels,  each class teacher will read brochures, speaker to tour coordinators, get feedback from other teachers and look at reviews of the venue. Teachers should only book venues that have been visited successfully by the school in the past or that have received positive reviews from reliable sources and other schools. Any proposed venues must be discussed with the proncipal  before booking.
Weather Conditions
Rain and head gear will be essential for all children and a change of clothes may be necessary, depending on the venue.  When booking the tour teachers will ensure outdoor venues have a back up plan incase certain activities are weather permiiting. Teachers must advise children of  clothing and what the plan will be in the event of weather disruptions. Parents will be told in the information note sent to them about the school tour to ensure that children wear adequate sun protection . This is the responsibility of the parents.
Tours list
A list of suitable tours for all classes will be available.  Classes may choose a venue suitable for their own level or lower but not from levels above.  Teachers will ensure that venues are suitable for pupils with special needs.  Teachers should try to book tours that are tried and tested, have received positive reviews from staff and have proper supervision and safety measures in place. A list will be made of suitable destinations for the varying class levels and added to the policy, and new venues can be added with the proncipals permission and input from class teachers.
Uniforms
Teachers travelling together will decide whether uniforms should be worn.  Normally depending on the destination, children are asked to wear the school tracksuit and runners, if the day is hot they can bring shorts.   School uniforms make the children more identifiable when visiting destinations that may have other pupils from other schools. 
Reports
Where problems arise either with venue or transport teachers will report back to the transport/tour organiser who will in turn  discuss it with the Principal. If problems arise in a particular destination then this will be listed as an unsuitable destination on our own scholl tour list. 
Conduct on Tours

Pupils’ behaviour on tours will comply with the standard set down in the School's Code of Discipline.  In certain circumstances parents may be asked to agree to a contract on behaviour.  Where it is felt that a child's conduct would pose a safety risk or inhibit the educational benefit for self or others, the teacher may refuse the child permission to travel.  Parents will be advised of this in advance. Teachers are responsible for the discipline of children on tour. Certain issues may need to be recorded and followed up with principal and parents after the tour. 
Safety and Supervision
Teachers will be extra vigilant when taking children out of the school.  Special attention will be paid to - Road Safety, Behaviour on bus, Risks posed by particular venues (e.g. adventure playgrounds etc.).  The minimum supervision ratio will be 15:1 (pupil: adult). This ratio can be achieved by ensuring that the rpincipal allows SNAs and SEN teachers to accompany class teachers on school tours.  
Informing Parents
All parents will sign a consent slip, giving their permission for their child to attend a school tour. This is attached to the information note sent out to parents and these consent forms are retained in the class concerned until the tour is over and has passed off without incident.

Teachers will ensure that Parents are given sufficient notice of:
· Itinerary & Timetable

· Cost

· Special clothing necessary and packed lunch (no glassware).
· Reminders of prohibited items.

Possible School Tour Venues For St Johns National School Kenmare
Please write here any tours that you have been on in the past that are suitable for the class levels below

Infant Tours

Kennedys Pet Fram

1st/2nd Class Tours
Blueberry Farm, Sneem

Crag Caves, Castleisland

3rd & 4th Class Tours

· Bowling Buddies Tralee

· Aqua Dome Tralee

· Eclipse Centre Kenmare

· Lets Go school tours Mallow/ Douglas Cork

5th & 6th Class Tour

Star Sailing Kenmare

Tralee Wetlands
Lets Go School Tours Mallow/Douglas
Fieldtrips

Fieldtrips which relate to a particular curricular area are encouraged. These trips can range from simple walks around the school to organised trips to relevant places of interest.  

The principal must be informed in advance if it is proposed that a class leave the school grounds. 
Teachers are encouraged to plan and prepare children in advance of the trip and to carry out some follow up work in the classroom following the fieldtrip.

Teachers should ensure adequate supervision at all times. Where necessary, an SNA a SEN teacher or parent / guardian should accompany the class on the trip.

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.  In the event that fieldtrips require travelling in bus then the policy for school tours will be enforced.
See also First Aid Policy.

Educational Tours/Outings
Proposed date

Proposed departure and return time
Proposed itinerary
Content
1.  What are the Aims/Objectives of the outing?

2. What are the long/short term activities planned to achieve these aims/objectives? 

3.  What activities are planned for the centre(s) visited:

4.  What follow-up activities are planned? 

Cost
1.  What is the cost involved:
(a) Transport €...  

(b) Visits    
(c) Spending €...€...  
(d) TOTAL    €...

2.  Has a Special Saving Scheme been started in class or are all children involved in existing scheme?
3.  What provision has been made for those who can't afford the cost?
Supervision
1.  What ratio of supervision is necessary?: (minimum 15/1)

2.  Have additional supervisors been approached?: Who?

3.  What arrangements have been made for disabled children (if any in class)?

4.  What alternative arrangements been made in the event of inclement weather? 

Organiser ___________________

TOURS CHECKLIST

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

· Spending money

· Acceptable behaviour on bus

· Extra supervisors (minimum 15:1)

Day of Tour
Tour leader will ensure;


· *Tour kits are available for each bus  

· Cheques for venues

· Cheques for bus

· Class list with Emergency and Parents Contact Numbers
· Charged Mobile Phone
After Tour

· Report back to office

· Send thank you cards to parents etc
ORGANISER..................
*check tour kits contain

· First aid materials, refuse sacks, illness bags

· Newspaper/kitchen rolls
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