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POLICY re TOURS/OUTINGS/FIELD TRIPS 

Introduction: 

The Board of Management of Our Lady of Mercy Convent School is setting out, in this 

statement, the policy of the school in regard to Tours/Outings/Field Trips in accordance with 

the provisions of the Education Act, 1998. The Board trusts that this statement of policy will 

be of assistance to staff and parents/guardians in relation to matters concerning 

Tours/Outings/Field Trips. The Board also wishes to state that the Chairperson and Principal 

of the school will be willing to clarify any matters arising from this policy statement.  

             

Rationale and Aims of the Policy 

 
THE FORMULATION OF A POLICY RE TOURS/OUTINGS/FIELD TRIPS WAS 

CONSIDERED NECESSARY FOR THE FOLLOWING REASONS: 

(i) to acknowledge and record good practice in this area to date in our school; and 

(ii) to ensure a comprehensive and structured approach in relation to planning for 

school Tours/Outings/Field Trips, and to formalise the procedures involved.  

(iii) To provide optimum learning experiences for all children through the 

development of a more comprehensive and structured plan for school 

Tours/Outings/Field Trips, addressing a variety of issues such as suitability of 

venues, transport, health and safety and supervision, tour kits etc.  
 

 

Relationship to characteristic spirit of the school 
 

The Mission Statement of Our Lady of Mercy Convent School, Booterstown is as follows: 

To educate,encourage and  celebrate our children and the wider school community as 

together we grow in body, mind and spirit. 

Tá ár dTiarna linn. 

 

Mindful of this Mission Statement, we in our Lady of Mercy Convent School will organise 

school Tours/Outings/Field Trips in order to present the children with new environments in 

which they can observe, investigate and relate their findings to their own environment.  

 

Furthermore, the Primary School Curriculum – Introduction tells us: 

“A rich experience of different aspects of the curriculum outside the classroom adds 

enormously to the relevance and effectiveness of the child’s learning.” 

Hence, we in Our Lady of Mercy Convent School are committed to incorporating educational 

outings into our schemes of work, mindful of the following: 

- the importance of activity and discovery methods; 

- the child’s sense of wonder and natural curiosity;  

- the child as an active agent in his or her learning. 
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In general, educational trips/tours will be available to all children. In planning these outings, 

we will take into account the age and interest of the children and the curriculum being 

covered.  

 

Content 

 
1. Tours will be arranged at the discretion of the class teacher, and with the approval of 

the principal. Teachers are asked to source their own field trips, with assistance from the 

principal, other teachers and recommendations/internet feedback. Permission in writing for 

trips/tours will be obtained from the Parent(s)/Guardian(s) of each child as she enrols, also 

authorising the teacher to bring the child to a hospital in the case of an emergency.  Please refer 

to Tours  

1. Checklist ( Appendix 1) 

 

2. Transport: 

The transport organiser of the tour will ensure that: 

(a) A form of transport, appropriate to the distance and the numbers travelling will be chosen. 

(b)  The bus company/suppliers and drivers accept the following conditions of hiring: 

-  All transport supplied will be suitable and well-maintained and comply with all safety 

standards. 

-  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 

(c) Teachers are not permitted to transport pupils on school trips.   

 
3. Tour Kit: 

(a)  Leaders will take a tour kit on all outings.  These will be available from the office.  The 

kit will contain: 

(i) first aid materials, refuse and illness bags, toilet paper, water etc. ; 

(ii) A list of emergency numbers is available to the teacher via the Aladdin app on the 

teacher’s personal mobile phone. User ID on the teachers personal phone should be 

withheld if possible. 

(iii) NB Medications, if required, should be in the tour kit , especially 

EPIPENS. Parents/guardians are responsible for reminding teachers re same. 
 

 

 

4. Cost: 

The teachers will ensure that the cost of the tour is reasonable and represents value for 

money.  Middle and Senior pupils will be encouraged to save towards the cost of the tour. For 

students who are unable to pay, the school will absorb the cost, or look for other sources of 

revenue to cover the cost. 

 

5. Venues: 
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Teachers will be familiar with venues with particular reference to educational opportunities 

afforded to the children. Also, teachers will ensure that venues are suitable for pupils with 

special needs.  

 

6. Clothing for Trip: 

School uniforms will be worn on School Tours, unless stated otherwise by the principal. 
 

 

7. Conduct on Tours: 

Pupil's behaviour on tours will comply with the standard set down in the School's Code of  

Behaviour.  In exceptional circumstances where it is felt that an individual child's behaviour 

would pose a safety risk or inhibit the educational benefit for self or others, the principal may 

refuse the child permission to travel.  Parents will be advised of this in advance. 

 

8. 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 etc. The 

minimum supervision ratio will be 1 adult :15 pupils (2nd - 6th Class), but extra supervision 

will be organised for the Junior - 1st Classes (minimum 1:10). SNAs in charge of students are 

not part of student/adult ratio. 

If less than 10 students are leaving the school for an outing, a minimum of two adults will 

accompany the students. 

 

9. Informing Parents: 

Teachers will ensure that Parents are given sufficient notice of: 

 (a) Itinerary & Timetable 

 (b) Cost  

 (c) Special clothing necessary and packed lunch (no glassware). 

 

10. After the Visit 

- The outing could be discussed in the classroom and/or at assembly: for information, 

or for praise and thanks.  

- 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. 

- Any accident or incident should be written up. 

 

 

Success Criteria 

The school will evaluate the effectiveness of this policy through monitoring (i) pupil feedback 

(including discussion with Student Council) (ii) staff feedback, and (iii) the views of 

parents/guardians.  

Practical indicators as to the success of this policy in Our Lady of Mercy Convent School are 

as follows: 
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* Improved learning by the pupils: e.g. informal assessments showing progress (teacher 

observations, work samples, etc.); 

* Increased opportunities to engage the pupils in a more diverse range of activities; 

* Happy, well-adjusted children, with positive attitudes to school and high levels of motivation 

and self esteem;  

* Positive parental feedback;  

* Positive feedback from pupils, teachers and SNAs. 

 

Communication 

This policy is circulated to all teaching staff. Furthermore, a copy of this policy can be 

inspected in the Administrative Policies folder.   

 

Ratification 

This plan was ratified by the Board of Management on 28/1/25. 

 

Signed: 

 

 

 

 

 

Date: 28/1/25 

 

Reviewed: January 2025 

Proposed date of next review: January 2029 
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Appendix1 

 

TOURS CHECKLIST 

 

Before the Tour 
- Book Venue 

- Book Transport 

- Itinerary/Timetable organised 

- Parents informed by letter/e-mail . . Itinerary/Timetable 

. . Cost 

. . Lunch arrangements 

. . Clothing necessary  

- Agreement on  . . Leader 

       . . Extra Supervisors  

          (minimum 15:1 or 10:1 for Juniors) 

       . . Acceptable behaviour on bus 

       . . Spending Money 

 

Day of the Tour 
- Tour leader will ensure s/he has  

(i) tour kits (one per bus, if possible) 

(ii) cheques for venues 

(iii) money for coffee 

(iv) a charged mobile-phone 

(v) a copy of contact/consent forms 

(From folder in Principal’s office) 

(vi) Medication, if any (NB EPIPENs)  

 

After the Tour 
- Report back to Office. 

- Any accident or incident should be written up. 
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