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Educational Outings Policy

This policy was drawn up by staff in consultation with and ratified by the Board of Management and
circulated to staff. It is also available to read on the school’s website by parents / guardians of the
children. The objective of educational tours should be of benefit to the intellectual, emotional,
cultural and social development of the pupils. The purpose of the policy is to document current and
future practice on school tours. The policy will be reviewed annually.

Upon admission to St Mary's parents are requested to sign a permission slip in relation to community
trips. Once permission is granted pupils are able to access local trips to the old Johnstown village
shops, church and the housing estate closest to the school only. Walks to the Johnstown Shopping
center are outside of the local area. Any other trip beyond that has to be pre-planned by the teacher
and written permission sought from the parents.

Educational outings which are part of the curriculum such as swimming and horse riding are always
pre booked by the school and permission sought by the parents with medical forms signed by parents
before the pupil can engage in the activity.

Rationale
Our objectives in devising a policy on school tours include:

e To benefit the intellectual, emotional, cultural and social development of our pupils.

e Ensuring children have a variety of school tour experiences by presenting the children with a
new environment in which they can observe, investigate and relate their findings to their own
environment.

e To provide school tours or trips taking into account the age and interest of the children and the
curriculum being covered.

e To afford all children the opportunity to go on a school tour or trip with their peers.

Ensuring that tours /trips are organised to the highest possible safety standards.
e Arranging the provision of educational experiences not possible within the school setting.



School Tour Procedures & Planning

° Members of staff must submit their request for approval to the Principal, by completing the
Tour Proposal form. See Appendix 2

included in the proposal, should be the educational or other benefits that the student will derive
from the tour/trip. The request must be received two weeks before the tour/trip date. The tour/trip
shall not be deemed to have been authorised until the Principal has formally approved it by signing
the proposal form.

° The principal must approve each tour /trip which is arranged. The Board of Management will
be notified of any major school tours which involve the majority of the school or SCU pupils e.g. Trip
to the Zoo/ Emerald Park etc

° Tours/Trips should be planned well in advance and preferably two weeks before the date.
The full cost should be communicated to parents at least one week beforehand. Every effort should
be made to ensure that the cost involved does not prevent any pupil or group of pupils participating
in the tour/trip.

° A letter to parents about the tour/trip should be based on the school template and signed by
the teacher responsible for organising the tour/trip; or the principal. A copy of this letter must be

given to the secretary for filing in the office.

° Tours/trips will be arranged at the discretion of the class teacher.

° Class Teachers ensure a checklist (Appendix 3) is filled out in the days prior to the school
tour/ trip.

° The School’s Off the Ground Form must be completed prior to departure, which must be

signed off by the Principal/Deputy/ AP2 with a copy given to the office before exiting the school
grounds

° A Risk Assessment will be conducted for those children who may need it prior to the tour -
please see Appendix 4
° The educational outings risk assessment for school outings is attached to this document -

please refert to Appendix 5.

b All accidents and incidents on tours/trips are dealt with in line with our school’s safety
statement.
° We will ensure that all buses are equipped with seat belts. Each child should have his/her own

belt and all children must be secured. before departure

° All class teachers must bring the following on tour:

e © Mobile phone with credit where necessary

© All staff should have phone numbers of the school and emergency services from their Aladdin
contact

© Copy of parents contact numbers for staff members only in case of an emergency or delay return
to school etc



© Medicines as necessary for any children with allergies/medical conditions/ inhalers.
First aid kit and surgical gloves.
© Refuse bags, kitchen paper, wipes.

. Spare clothes when necessary

Informing Parents:

Teachers will ensure that Parents are given sufficient notice of the school tour. The initial letter to
parents should contain;

Itinerary & Timetable

Deadline for registering and payment of deposit

Cost

Special clothing necessary and packed lunch if required (no glassware)

Letter should also state to parents that the school reserves the right to make minor changes to
the itinerary.

» Permission Slip to be signed by parent / guardian and returned to class teacher for a school
outing. Verbal permission is not sufficient. Children will not be permitted on any transport without
written permission.

. In the event that a pupil was absent during the preparation for the tour/trip the parents of the
child(ren) will be emailed the documents and permission and consent sought should the pupil be fit to
resume in time for the planned outing.

= On receipt of monies for the tour parents will be issued a receipt from the Office via Aladdin
e Link to school website where copy of school tour policy can be read.
> Safety and Supervision:

Teachers will be extra vigilant when taking children out of the school. Special attention will be paid to:

Children deemed as flight risks

Road Safety

Behaviour on bus

Risks posed by particular venues (e.g. adventure playgrounds etc.)

The minimum supervision ratio

Teachers must take into account the sensory/ dietary/ medical needs of the pupils

A suitable toilet procedure should be in place before leaving

Roll calls/head counts are taken when children return to the bus after each segment of the
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A record must be kept of all incidents.



In case of a medical incident the following will need to be implemented

1. FIRST AID where applicable

2. Medical Protocol for the child to be followed e.g. epilepsy/ asthma/allergies/diabetic.

In the case of a medical emergency

1. Seek immediate medical attention, call an ambulance.

2. Phone the school and contact the principal / deputy principal.

3. Contact the injured child's parents.

4. If the child needs to be taken to the hospital a staff member will accompany the child in the
ambulance

Roles and Responsibilities:

Board of Management:
° To approve the policy
° To consider reports from the Principal on the implementation of the policy.

Principal and Deputy Principals

° To ensure that the policy is developed and evaluated from time to time.
° To establish structures and procedures for the implementation of the policy
o To monitor the implementation of the policy.

Teachers of the School Tour/Trip:

o To implement the policy and provide feedback to management that may assist the review
process.

° To collaborate with the SNAs in relation to preparing for and participating in the school
tour/trip .

° To ensure that the necessary written consents are received and handed into the office

° All money received should be handed into the office who issues a receipt to the parents

° School Outing checklist must be completed prior to departure.

° Should there be an accident or injury it must be recorded on the school’s Incident Form on

return to school.
Parents:

. To support the school's policy

- In the event that parents accompany their child or volunteer to accompany a class
they should abide by the Code of Behaviour and GDPR policies.

Students:




. To accept the policy and abide by the conditions

Implementation:

® Management and all members of the school staff who are in charge of students on a tour will
monitor the implementation of this policy.

Success Criteria:

. All stakeholders are satisfied with the effectiveness of the policy.

. The planning, organisation and carrying out of tours and outings have proceeded with
minimum issues.

. Any unforeseen event, which occurred, was dealt with promptly and in line with the guidelines
in this policy.

* All staff members and students returned safely, having achieved a worthwhile learning
experience.

Review
This policy was implemented after ratification. This policy will be monitored and reviewed.
This policy was ratified by the BoM May 2nd 2024. To be reviewed bi- annually.

Signed: ) k d’)—(ﬁ ,\nyC/A)’@/-\ Daste J/S/Q[f

(Chairman of’thf)joard of Management)

P

Signed: ;:i (L[Za O - Date:z/’r/zu‘(Principal)
/ L

Ratified on 2 / gl/j-zj

Appendices

1. Educational Local trips - unplanned trips to the local community

2. School tour proposal form

3. Pre tour checklist

4. Risk assessment for individual children - i.e. those who present with risk behaviours

5. Risk assessment - HSA Day Trips




St. Mary’s Special School Off The Ground Form 1

Educational Local Trips - Church, local shop & housing estate
This form is to be filled in for any Educational Trips which involve pupils in activities outside the School/School
grounds. This sheet must be signed by Principal /Teacher in Charge prior to leaving school grounds.

Date: Class: Teacher:

Educational purpose of the trip: __

Time Leaving: Proposed return time:

School bus required: YES NO Outside transport booked: YES NO
Number of pupils attending trip: ___ Number of pupils not attending trip
Number of staff attending trip: __ Number of staff not attending trip

Names of Pupils attending trip:

Names of staff attending trip:

Names of Parents/volunteers attending trip:
HEALTH & SAFETY CONSIDERATIONS PRIOR TO TRIP: First Aid Kit Yes No

Emergency Medication: Yes No  Staff member responsible:

Plan for potential risks; challenging behaviour, flight risk, medical or care needs. YES NO

Class Division /Arrangements for pupils not attending trip: Yes No N/A
Names of pupils not attending trip:

Names of staff not attending trip:

Teacher responsible for pupils in Class Division

Details of arrangement




Have you informed parents/guardians of your intended bus outing

Yeso Noo Othero _
Signature of teacher responsible for trip:

Signature of |Principal/ Deputy/ AP2 Date

St. Mary’s Special School Tour/Trip proposal form 2

Section A_must be signed by Principal /Deputy two weeks prior to leaving school grounds.
Section A

Class: _ Teacher: Date of Submission

Educational purpose of the trip:

Location of the Trip/Tour,

Proposed Date of Trip/Tour Departure Return time:
School bus required: YES NO Outside transport booked: YES NO
Number of pupils attending trip: ____ Number of pupils not attending trip
Number of staff attending trip: ___ Number of staff not attending trip

Initials of Pupils attending trip:

Initials of staff attending trip:

Signed off by Principal Date

Section B
Names of Parents/volunteers attending trip:

HEALTH & SAFETY CONSIDERATIONS PRIORTO TRIP:  First Aid Kit Yes No

Emergency Medication: Yes No  Staff member responsible:

Plan for potential risks; challenging behaviour, flight risk, medical or care needs. YES NO




Class Division /Arrangements for pupils not attending trip: Yes No N/A

Initial of pupils not attending trip:

Initial of staff not attending trip:

Teacher responsible for pupils in Class Division

Details of arrangement

Have you received written consent from the parents/guardians: Yes No
Signature of teacher responsible for trip: Date
Signature of Principal/ Deputy/AP2 Date

School Tour checklist
To be completed prior to the tour/trip

OUTING

Visit or research the destination prior to the tourtoplan _____

Preplan the route using maps

Ensure there is wheel- chair access & changing facilities as available ___

Submit proposal to Principal

Ensure the bus is booked and a driver is available __

Ensure the correct seats are in the bus & there is adequate fuel __

Driver to do walk around bus to check for lights/ brakes working

Check weather forecast for theday ____

Ensure staff and children are wearing suitable footwear & clothing____

Medicines as necessary for any children with allergies/medical conditions/ inhalers ____

Ensure spare clothing/nappies/pull ups Sunscreen (applied at home)

Favourite Toy/chewy/treat

Ensure behaviour plan and emergency plans are in place for risk behaviours and flight risks

Ensure adequate support is provided for each child




First aid kit and surgical gloves

Refuse bags, kitchen paper, wipes, aprons

Mobile phone with credit where necessary

All staff should have phone numbers of the school and emergency services saved in their phones -
Copy of parents contact numbers for staff members only

Money if necessary

Complete Aladdin before leaving

Complete Off the Ground Form

General Risk Assessment for an individual child

zards Isthe | What is the risk? Risk Controls Is this | Actionlto do Person
hazar rating (When all controls arein | contro | listloutstanding responsi
d H = High | place risk will be reduced) lin controls ble
prese = *Risk rating applies to
nt Medium glace outstanding controls

YIN % i % Law ! outlined in this column




Appendix 5

Extra Curriculum Activities-

No.37 School Excursions (day trips, matches) cont’d. (List additional hazards, risks and controls
particular to your school using the blank template no.55)

zards Isthe | What is the risk? Risk Controls Is this | Action/to do Person
hazar rating (When all controls are in | gontro | list/outstanding responsi
d H = High | Place risk will be reduced) lin controls ble
e s pce | ks T
YIN & &l ! outlined in this column
adequate Accidents/ H 1.Adequate
eparation for incidents, number of
hool excursions dangerous supervisory adults
occurrences and present
fatalities due to
inadequate 2. Head count
preparation H carried out before
Student departure and
separated from before return
group journey by trip
supervisor
H 3. Supervisor(s)
has a fully charged
mobile phone
Students made
aware of action to
take if separated
from group
H 4. Emergency

phone numbers
must be held by
trip supervisor for
each trip and
available to all
supervisors and
students where
the need arises




5. Information on
particular medical
conditions has
been received and
recorded and
recorded by
person organising
the outdoor
adventure activity

6. Safety
instructions
provided to
students including
information on
correct clothing
and equipment
required

6. Principal and/or
designated person
responsible for
safety, health and
welfare is aware of
the location of the
group and
duration of visit

7. Safety briefing
for adults assisting
in supervisior

sfective road
hicles

Serious injury/
death

All modes of
transportation
used must be used
in compliance with
the Road Traffic
Act

Visual inspection
of the school
owned bus by the
driver or operator
is appropriate to
ensure operation
of lights,
indicators,
windscreen wipers
etc. prior to
setting out on the
journey

or weather
nditions

Hypothermia

Weather
conditions
assessed on the
day and
considered
suitable for trip




ck/injured student

Serious injury,
Ilness, Death

Fully charged
maobile phone.
Fully stocked and
checked First Aid
Kit carried on all
trips

Staff
member
in
charge
of trip

»ad Collision
1safe Road Travel
‘rangements

Serious injury/
death

Safety belts must
be worn where
students are being
transported by
road. Safety belts
must not be
shared
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(List additional hazards, risks and controls particular to your school using the blank template no.55)

Inadequate
preparation
for school
excursions

Accidents/
incidents,
dangerous
occurrences
and
fatalities
dueto
inadequate
preparation

Student
separated
from group

Adequate number of supervisory
adults present

Head count carried out before
departure and before return
journey by trip supervisor

Supervisor(s) has a fully charged
mobile phone

Students made aware of action to
take if separated from group

Emergency phone numbers must be
held by trip supervisor for each trip
and available to all supervisors and
students where the need arises

Information on particular medical
conditions has been received and
recorded and recorded by person
organising the outdoor adventure
activity

Safety instructions provided to
students including information on
correct clothing and equipment
required

Principal and/or designated person
responsible for safety, health and
welfare is aware of the location of
the group and duration of visit

Safety briefing for adults assisting
in supervision
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