
1.
Introduction

It is Temple Carrig School policy to organise outings for the benefit of students when this is deemed appropriate by the teaching staff, in consultation with the Principal. The School recognises the benefits of school outings to complement normal school work, for educational or sporting purposes.

Some trips are organised as part of the course to be followed in a subject area. Other outings and trips are additional to the curriculum and are not deemed a core activity. Staff organise trips on a voluntary basis.

The length of trips may vary from a short local visit, to a day out to a longer trip involving staying away for several days. For the purposes of clarity in this policy, a “trip” shall refer to an activity that lasts less than a day and a “tour” shall refer to an activity that takes place over several days.
School trips, outings and tours are a privilege, reserved for students who meet minimum standards of behaviour while at school. Students who do not meet minimum standards of behaviour, as decided by the Principal, may not be permitted to participate in school outings and tours. The Principal reserves the right to disallow a student from participation in a school trip or tour if, in their opinion, the health or safety of the student or other students or teachers is at risk or there is a reasonable belief that the student’s presence on the trip may compromise the purpose and objectives of the trip or tour. 

All school rules and all school policies apply while on school trips.
 All students selected for sports teams or who travel as part of a class group are representing the school while on trips and tours and the highest standards of behaviour and conduct are expected.

The School recognises that the cost of trips and tours represents a burden for parents and endeavours to secure the best possible value when making the necessary travel and accommodation arrangements. The School operates a Bursary Fund to assist with the cost of education (including trips and tours) for students who require additional financial support. This Bursary Fund is administered under the direction of the Principal and is managed with complete regard for confidentiality. Allocations from the Bursary Fund are at the discretion of the Principal and subject to available resources.

2.
Procedures

Approval for all tours involving travel outside of Ireland requires authorisation of the Board of Management on the recommendation of the Principal.

In general, written permission is not required from a parent/guardian of a student for routine and low-risk excursions such as a team travelling to sports matches, a class group leaving the school premises for a short number of lessons for activities in the local area, etc. For more irregular trips and all tours, however, parental permission is required.
On certain trips and tours, parents may specify where a child may be collected or dropped off. Staff cannot be responsible for the safety of students once they have left the group under these circumstances. Drop off points will need to be agreed with the teachers involved and the bus company from a traffic safety point of view. A member of staff may agree to allow a student to leave a group at a different place, with parental permission.

A list of names of students involved in any trip or tour should be left at the school office with an itinerary, list of teachers accompanying students and an indication of the expected time of arrival back at the school.  Where possible, details of the trip or tour will also be posted on the Temple Carrig School Schoology calendar. While every effort will be made to adhere to arranged times on trips and tours, in particular the arrival time back at school, the school cannot guarantee such times.  Where students rely on the school transport service, it is the responsibility of parents/guardians, to organise alternative transport home if this becomes necessary. 

3.
Supervision

The number of staff that accompanies a group will be influenced by a number of factors including:

· The number of students travelling

· The age of the students

· The location of the trip

· The nature of the trip

· Whether additional supervision will be provided at the location

· If the group will be dividing into smaller groups, each requiring supervision

· The type of transport used

· Appropriate gender balance

Certain trips and tours will facilitate shopping or recreation which may not be directly supervised. This situation will be indicated on the permission slip or information letter sent to parents/guardians. 

The school expects that all students travelling on an extended tour will display a level of maturity commensurate with their age. Students on tours cannot be supervised on a 24-hour basis and all school tours involve periods of time without direct supervision. Parents who are concerned that such a level of supervision is inappropriate should not permit their child to take part in such tours.

4.
Disruption to Tours
Students who withdraw from a tour after a deposit, or full monies, has been paid, will not be entitled to a refund.  Similarly, a student who is prevented from travelling for disciplinary or safety reasons will not be entitled to a refund.

It is the responsibility of parents/guardians in conjunction with students to ensure that all documents necessary for travel abroad (e.g. passport, identity card) are up to date and in order. The school cannot take responsibility for a student whose personal documentation is not in order and who is prevented from travelling abroad as a result.

A student may be sent home, at their own expense, if the conduct of the student warrants it. In this event, a parent/guardian will come to collect the student or they will consent to the student travelling home alone.

5.
Health and Safety

The health and safety of students and supervisors is a priority when organising and taking school trips and tours. Teachers taking any trip or tour will exercise due care and Temple Carrig School will rely on the common sense and judgement of such teachers. A basic risk-assessment should be undertaken by the organising teacher before the departure of any trip or tour.
The school will endeavour to ensure that trips and tours are open to all students. However, a student may be prohibited from taking part in a trip or tour if, at the Principal’s discretion, there is an unavoidable risk to the student’s health and safety or to the health and safety of other participants or where the need to ensure a student’s health and safety would impinge on the quality of the trip or tour for other participants.
Students who have a medical condition, or who are on medication of any kind, should notify the teacher/s in charge of this and the medication being taken. 

In case of an accident, staff may apply basic first aid only. On return from, or during, any trip or tour, staff may bring a student to the local health centre for check-up, or may request a parent/guardian to seek medical advice, should they deem this appropriate.

Where a serious accident occurs, staff will seek medical assistance as a first priority and contact the Principal or senior management of the school to inform them of events. Parents will be contacted as soon as possible and informed of events, by staff on the outing, or the School Office. School personnel will be sent to assist where necessary, especially where additional supervision is required. In some emergency situations, students on the trip or tour may travel back to school unaccompanied by a staff member. 

Temple Carrig School arranges for all parents/guardians to arrange 24-hour insurance cover at the beginning of every academic year. However, specific activities are excluded from this policy and parents/guardians should familiarise themselves with the details of this policy every year. Additional insurance for longer trips will be organised by the school where considered appropriate. Where tours involve travel to another EU country, parents should ensure that their child has an E111 form in respect of possible health care in that country, should it be required. It is the responsibility of parents to clarify whether an E111 form is required.
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APPENDIX 1

Checklist for Teachers taking students to matches
Securing permission:
· Check the Schoology Calendar for possible activity clashes

· Email the DP in charge of Trips/Tours for permission to take time off and for cover to be arranged. The time off for a match must coincide with that year groups games class. Except in First Year and Transition Year, students are not permitted to miss more than one period of school other than Games classes for any match. 

· Email the ECA Coordinator who will check the extra-curricular calendar to ensure no clashes occur. 

Once you have approval from the DP in charge of Trips/Tours and the ECA Coordinator: 

· Enter details into Schoology calendar. Ensure you post to “The Staff Room” group and the sports group involved. It does not need to go to the whole school unless the whole school is involved. 

· Book Bus. The companies we use are: 
· Peter Dolan 
086 2605825

· Finnegans 
2860061

· Tony Doyle 
2018600

Please check with at least 2 to get the best price, and email Catherine with the details so she is aware of the booking for when the invoice comes in. 

· Email staff with details of times and students involved. In as much as is possible, if students are going to miss class time, 3 days minimum notice must be given to class teachers. This is to ensure a test is not scheduled for this class. Students must be reminded to catch up on any missed work. 

· For finals when supporters are going, ensure canteen is notified if large numbers of students will not be here for lunch/break. 

APPENDIX 2

Checklist for Teachers taking students on Day Trips

Securing permission:
· Check the Schoology Calendar for possible clashes

· Email the DP in charge of Trips/Tours for permission to take the group of students on the trip. Please bear in mind that, for a variety of important reasons, it will not be possible to grant permission for all proposed trips to go ahead. 
· Compile a list of preferred accompanying teachers and include in the email to The DP in charge of Trips/Tours
Once you have approval from the DP in charge of Trips/Tours: 

· Once the overall trip cost is confirmed, you need to talk it through with Catherine to discuss how it is going to be paid for, insurance, etc. Do not proceed with organising the trip until you have done this.

· Enter details into Schoology calendar. Ensure you post to “The Staff Room” group and the sports group involved. It does not need to go to the whole school unless the whole school is involved. 

· Book Bus. The companies we use are: 
· Peter Dolan 
086 2605825

· Finnegans 
2860061

· Tony Doyle 
2018600

Please check with at least 2 to get the best price, and email Catherine with the details so she is aware of the booking for when the invoice comes in. 

· Email staff with details of times and students involved. In as much as is possible, if students are going to miss class time, 3 days minimum notice must be given to class teachers. This is to ensure a test is not scheduled for this class. Students must be reminded to catch up on any missed work. 

· Inform canteen when large numbers of students will be absent for lunch/break. 

APPENDIX 3

Checklist for Teachers taking students on Overnight Tours

Securing permission:
· Check the Schoology Calendar for possible clashes

· Sanction from the Board of Management is required for all overnight tours. Email the Principal to arrange this Board permission. The Principal will bring this request to the Board of Management. Please bear in mind that, for a variety of important reasons, it will not be possible to grant permission for all proposed tours to go ahead. 

· If permission is secured from the Board, a separate request with a list of preferred accompanying teachers should be emailed to the DP in charge of Trips/Tours
Once you have approval: 

· Once the overall tour cost is confirmed, you need to talk it through with Catherine to discuss how it is going to be paid for, insurance, etc. Do not proceed with organising the trip until you have done this.

· The costing for all overnight tours should include a contingency fund equivalent to the cost of one additional participant.
· The tour MUST be managed by a bonded travel agency and all payments from parents should be made directly to this company. Again, liaise with Catherine to source the most appropriate company to use.
· A more comprehensive risk assessment must be undertaken and discussed with the Principal

· Enter details into Schoology calendar. Ensure you post to “The Staff Room” group and the sports group involved. It does not need to go to the whole school unless the whole school is involved. 

· Email staff with details of times and students involved. If students are going to miss class time, 3 days minimum notice must be given to class teachers. Students must be reminded to catch up on any missed work. 

· Inform canteen when large numbers of students will be absent for lunch/break. 

APPENDIX 4

Checklist for Teachers taking students out of class for In-School Events

Securing permission:
· Check the Schoology Calendar for possible clashes

· Email the DP in charge of Trips/Tours for permission to run the event and to take the group of students out of class.

· Compile a list of preferred teachers needing class cover and include in the email to the DP in charge of Trips/Tours
Once you have approval from the DP in charge of Trips/Tours: 

· Enter details into Schoology calendar. Ensure you post to “The Staff Room” group and the sports group involved. It does not need to go to the whole school unless the whole school is involved. 

· If this event involves outsiders coming in to the school, please liaise with the Office to minimise disruption to school life.

· Email staff with details of times and students involved. In as much as is possible, if students are going to miss class time, 3 days minimum notice must be given to class teachers. This is to ensure a test is not scheduled for this class. Students must be reminded to catch up on any missed work. 

· Inform canteen when large numbers of students will be absent for lunch/break. 

APPENDIX 5

An Outline of Possible Trips and Tours 

Please note: This is merely an outline of possible trips which might take place over a student’s time in Temple Carrig School and is intended as a guide to help parents plan for future costs rather than an exactly accurate schedule of what’s going to happen. It is based on planning for previous trips and tours rather than a prediction of what’s being planned.
“EOC” = estimated overall cost to parents

EVERY YEAR

· Choir Trip to European City (eg. Rome, Salzburg)

EOC: €500

FIRST YEAR

· Day Trip to Irish location – compulsory for all

Possible spiritual dimension and/or bonding dimension

EOC: €50 

SECOND YEAR

· Day Trip to Irish location – compulsory for all

Possible spiritual dimension and/or bonding dimension

EOC: €50 

· Performing Arts One-Night Trip to London – Globe, National Theatre, Gallery, Musical – limited to 35 students, places allocated based on previous commitment to music and drama

March/April

EOC: €300

Junior Extra-Curricular Trip – students will typically only go on one of these
THIRD YEAR

· Boys Rugby Two-Night Trip to Irish location
Late September
EOC: €250 (partially paid for by fundraising projects)

Junior Extra-Curricular Trip – students will typically only go on one of these
· Girls Hockey Two-Night Trip to Irish location

Late September

EOC: €250 (partially paid for by fundraising projects) 

Junior Extra-Curricular Trip – students will typically only go on one of these
TRANSITION YEAR

· Adventure Centre Trip (typically Delphi Adventure Centre) – compulsory for all  

EOC: €350 (covered by TY fee)

· Language Exchange Weeks – optional for students of the language 

EOC: €400

Language Exchange – students may only go on one of these
· Subject Trips – three to four nights 

February/March
EOC: €600

· Development Education trip with Mustard Seed Communities/Fields of Life
April/May

EOC: €2,000-3,000 (all fundraised by the student as part of the project)

FIFTH/SIXTH YEAR

· Senior Subject Trips (typically History, Geography, Home Economics, Art, Gaeltacht) 

Every two years with Fifth and Sixth Year combined.

EOC: €700

Senior Academic Trip – students may only go on one of these

· Ski Trip 

Every two years with Fifth and Sixth Year combined.  

EOC: €1,400
· Long Haul Rugby/Hockey Tour  

EOC: €1,400
Senior Extra-Curricular Trip – students will typically only go on one of these

· European Rugby/Hockey Tour  

EOC: €700

Senior Extra-Curricular Trip – students will typically only go on one of these




Temple Carrig School





School Trips and Tours Policy


























� All school policies are available from the School Office or on the Temple Carrig School website.
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