
 

 

 

School Tour Policy 

 

Introduction 

This policy was developed by the staff of Gaelscoil Lir in consultation with the Board of Management. 

It is available to read on the school website by the children's parents/guardians. The purpose of 

educational trips should be of benefit to the intellectual, cultural and social development of the pupils. 

The policy will be reviewed when necessary. 

Rationale 

Our objectives in devising a school tours policy include: 

➢ Harnessing the intellectual, cultural and social development of our students. 

➢ Ensuring that children have a variety of school trip experiences during their time in Gaelscoil 

Lir by presenting a new environments to the children to observe, investigate and communicate 

their findings. 

➢ Provide school tours taking into account the age and interest of the children and the 

curriculum being covered. 

➢ To give each child the opportunity to go on a school trip with their classmates.  

➢ Ensuring that journeys are organised to the highest possible safety standards. 

➢ Arranging the provision of educational experiences that cannot be made within the school 

setting.  

 

Procedures & School Tour Planning 

Staff must submit their application for approval to the Principal, by completing the School Tours form 
(Appendix 1). Included in the proposal should be the educational or other benefits that the child will 
reap from the trip. The application must be received two weeks before the date of the journey. The 
tour will not be deemed authorised for advertising until the principal has formally approved the trip 
by signing the suggested form. A copy of this form is attached to the policy. Teachers should complete 
a pre-school tour form with a checklist in advance of the school trip. A copy of this form is attached to 
the policy.  
 
➢ All tours organised must be approved by the Board of Management or Principal.  
➢ Tours should be planned well in advance of the dates of the trips, at least four weeks before 

the date of the trip.  



 

 

➢ Parents should be informed of the total cost of the journey at least two weeks before the date 
of the trip.  

➢ Every effort should be made to ensure that the cost does not prevent any pupil or group of 
students from taking part in the journey. 

➢ A letter to parents about the school trip should be based on the school template (Appendix 2) 
and signed by the principal.  
 

Supervision 

➢ Two adults for every 10 children in junior classes (Junior Infants – 2nd); One adult for every 10 
children in Senior Classes (3rd – 6th Class); AN Additional Needs Assistant will supervise a 
maximum of two SEN children at any one time. Depending on the child's SEN, parents may 
have to accompany the child on trips.  

➢ Teachers can ask parents to take trips as supervisors when necessary, but the Class Teachers 
retain overall responsibility for the children. 

➢ The school's Code of Behaviour applies to School Tours and we reserve the right to prohibit  
➢ give a school tour of any pupil whose behaviour is of such a nature as to cause concern to their 

own or to the safety of others. 
➢ All accidents and incidents on journeys are dealt with, according to the school's safety 

statement. 
➢ We will ensure as far as we can that all buses have seat belts (no belts on Dublin Bus). Each 

child should have their own seat.  
➢ Tours will be arranged at the discretion of the class teacher. 
➢ A school checklist for the journey must be completed in advance of departure, and a copy 

given to the office before group leaves the school grounds (appendix 2). 
 
Inclusion Policy 
 
It will be our policy to include all children on school trips. Decisions in relation to any exclusions with 
the class teacher are in consultation with the principal. Children with special educational needs may 
need parental support on the class trip due to the pupil ratio. 
 
Transport Method 
 
The transport organiser of the journey will ensure that: 
➢ Tenders are sought for each trip  
➢ A mode of transport appropriate to the distance and travel numbers will be selected. 
➢ Transport will be booked through the office for as long as sufficient time has been given to do 

so. 
 
The transport company must agree to the following hiring conditions: 
 
➢ The transport provided shall be suitable and well maintained.  
➢ All transport must have seatbelts for all children and adults. Teachers have the right to refuse 

any bus they receive which is unsuitable for their journey.  
➢ If the bus is unsuitable a replacement will be provided or the money will be refunded.  
➢ The driver will have thorough information on travel and a timetable for the journey. 
➢ The driver is responsible for the safety of the children while travelling but the teacher should 

intervene if the safety of the children is deemed to be compromised.  
➢ The bus will be available to the group for the full day.  
➢ Singing on the bus - at an acceptable level - will be at the teachers discretion in consultation 

with the driver.  



 

 

➢ Buses will be left as they were found.  
 
Tour Bag 
 
Class Teachers ensure that a checklist is filled (see appendix 2) in the days leading up to the school trip. 
Each class teacher must take the following on a journey:  
 
➢ Mobile phone with credit when needed 
➢ The contact number of journey staff and parental supervisors should be shared in advance  
➢ The school and emergency services phone numbers should be saved on their phone calls. 
➢ Copy of parental contact numbers for staff only 
➢ Medications as required for any children with allergies/medical conditions/inhalers. 
➢ First aid equipment and surgical gloves. 
➢ Rubbish bags, kitchen paper, rags. 
➢ Water bottle  
➢ Map of the area (where required) 
 
Spending Money 
 
Gaelscoil Lir tries, as far as possible, to avoid trips where money is needed.  
 
➢ Children from Junior Infants to second class are not allowed to spend money on any trip at any 

time.  
➢ Children in 3rd to 6th class are not allowed to bring spending money unless stated in the 

permission letter to parents. If money is allowed, a maximum will be stated in a Journey Permit 
Letter.  

➢ Under no circumstances does the class teacher or school accept responsibility for any money 
lost or stolen on school trips.  

 
Informing parents 
 
Teachers will ensure that parents are given sufficient notice of the school trips. The letter to parents 
should contain the following details: 
 
➢ Itinerary & Timetable  
➢ Deadline for registering and paying a deposit 
➢ Total cost 
➢ Essential clothes and packed lunches (no glassware) 
 
Permission 
 
➢ A parent give permission through Aladdin.  
➢ Verbal permission is not sufficient.  
➢ Children will not be allowed to join school trips without written permission.  
➢ In various circumstances, for example, in the absence of a child, the school will make every 

effort to contact parents/guardians to ask them to sign a permission slip in advance of 
departure. 

 
Payment 
 
➢ Information regarding payment by instalments over a period of time. 



 

 

➢ The letter should also mention to parents that the organiser reserves the right to travel 
modifications. 

➢ No money should be taken without acknowledging the parents from the class receipt book. 
 
Safety and Supervision 
 
Teachers will be very vigilant when taking children out of school. Particular attention shall be paid to: 
 
➢ Children considered flight risks 
➢ Road Safety 
➢ Transport by bus 
➢ Risks associated with specific venues (e.g. adventure playgrounds etc.)  
➢ Minimum supervisory ratio 
➢ A suitable toilet procedure should be in place before you leave 
➢ Roll calls/head counting are taken when children return to the bus after each part of the 

journey. 
➢ All incidents must be recorded. 
➢ All incidents must be recorded on Aladdin when you return to school 
 
Rules for children 
 
The School's Code of Behaviour applies to all school related activities, including school trips. 
 
➢ Your supervisors must follow instructions at all times. 
➢ Children must remain seated while the bus is moving with seat belts attached. 
➢ Children must remain with their grouping and allocated supervisor at all times. 
➢ Chewing gum is not allowed on school trips. 
 
Plan for dealing with Emergencies: sick / injured children on school trip: 
 

1. Seek immediate medical attention, call an ambulance. 
2. Contact the parents of the injured child. 
3. Call the school to contact the principal / deputy principal. 
4. The teacher should travel with the child in the ambulance to the hospital 

 
Roles and Responsibilities 
 
Management Board: 
1. To approve the policy 
2. Consider reports from the Principal in relation to the implementation of the policy. 
 
Principal and Deputy Principals  
1. Ensure that the policy is developed and evaluated from time to time. 
2. Establish structures and procedures for implementing the policy 
3. Monitor the implementation of the policy. 
 
Teachers/ Organisers of the School Tour: 
1. Implement the policy and provide feedback to management which may assist the review 

process. 
2. Provide guidance to students on their expectations of preparing and taking part in school trips. 
1. Keep accurate records of the above. 



 

 

2. To ensure that all information provided to students at pre-event meetings is documented by 
parents. 

3. Parents must be acknowledged for all monies received. 
4. All money received should be logged on Aladdin. 
5. A School Tour checklist must be completed prior to departure. 
6. All monies received should be given to the school office prior to departure. 
7. All incidents must be recorded on Aladdin when you return to school. 
 
Parents: 
1. Support school policy in all its aspects. 
 
Students: 
1. Adopt the policy and comply with the conditions 
2. The management and all members of the school staff in charge of the pupils will  

implementation of this policy. 
3. Full cooperation of students and parents/guardians is expected for all tour activities. 
4. Parents/guardians must encourage their child to adhere to standards of behaviour. 
 
Review 
 
1. This policy was implemented following ratification in June 2024. 
2. This policy will be monitored and reviewed where necessary. 

 

 

 

 

Cathaoirleach 

Sínithe:___ ____________________ 

Dáta:_11/06/2024_______________ 

 

Príomhoide 

Sínithe:__ ______________________ 

Dáta:__11/06/2024________________ 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

Appendix 1: School Tours Form 

 

Date: ______________________________ 

Time: ______________________________ 

Class(es): ______________________________ 

Number of pupils: ______________________________ 

Name(s) of teacher(s) involved: ________________ 

Tour: ______________________________ 

Subject area: ______________________________ 

How does the journey/activity link to the aims/objectives of the curriculum? 

__________________________________________________________________________________ 

Please forward to the principal two weeks, where possible, before the proposed date. 

Approved ☐   Not approved ☐ 

Comment: ________________________________________ 

Signed: _________________________________ 

 

 

 



 

 

 

 

 

 

Appendix 2: School Tour Checklist 

 

Date: _______________________ Tour: _______________________ 

Class(es): _____________________________ Teacher(s): ______________________________  

Other staff supervising: 

__________________________________________________________________________________

__________________________________________________________________________________ 

1. Mobile Phone  

2. School Contact Number 

3. Class list Contact Details 

4. First Aid Kit 

5. Paper towels / napkins 

6. Plastic bag for littering 

7. Plastic bags as a precaution for travel sickness 

8. Water bottle 

9. Change of trousers / underwear 

10. Change of school clothing 

11. Camera  

12. Lanyards for children from the autism classes 

13. Please note any medical conditions/allergies that students in your class may have.  

14. Please note any precautions you need to take because of this: 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

__________________________________________________________________________________ 



 

 

 

 


