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1. Purpose 
This policy aims to ensure the safety, organisation, and appropriate conduct of pupils and staff while 
travelling on school-sponsored trips. The policy applies to all forms of travel, including field trips, 
excursions, competitions, and events outside school premises. 
 
2. Scope 
This policy applies to all pupils, staff, and volunteers involved in school-organised travel. 
 
3. Planning and Approval 

• All trips must be approved by the school administration. 

• Trips should have an educational purpose aligned with the curriculum. 

• Detailed risk assessment, itineraries, including travel, accommodation, and activity plans, 
must be submitted for approval at least [number of weeks] in advance. 

 
4. Parental/Guardian Consent 

• Written consent must be obtained from parents for all pupils participating in school trips. 

• Full details of the trip, including dates, times, activities, and contact information, should be 
provided. 

 
5. Supervision and Staff Responsibility 

• A suitable ratio of staff to pupils must be maintained, depending on the age of pupils and 
nature of the trip. 

• A designated trip leader will be appointed, responsible for the overall management and 
safety of the group. 

• All supervising staff must remain with the group at all times. 
 
6. Pupil Behaviour 

• Pupils must adhere to the school’s code of conduct throughout the trip. 

• Any inappropriate behaviour during the trip may result in disciplinary action upon return. 
 
7. Transportation 

• Only licensed and insured transportation providers will be used for school trips. 

• Pupils must follow all safety rules during transportation (e.g., wearing seat belts, remaining 
seated). 

 
8. Safety and Risk Management 

• A risk assessment must be conducted prior to the trip to identify potential hazards. 

• Emergency procedures must be outlined, including communication plans and first-aid 
arrangements. 

• Staff members should be familiar with the emergency contact information for all pupils and 
local emergency services. 

 
9. Insurance 

• The school will ensure that adequate insurance coverage is in place for all participants. 

• Parents will be informed about what the insurance covers. 
 
 



10. Medical and Dietary Needs 

• Staff must be informed of any medical conditions, allergies, or dietary restrictions that pupils 
may have. 

• Emergency medications (e.g., EpiPens, inhalers) must be carried by the pupil or supervising 
staff. 

 
11. Financial Responsibilities 

• Costs associated with the trip will be communicated to parents in advance. 

• The school may offer financial assistance or payment plans where appropriate. 
 
12. Cancellation or Changes 

• The school reserves the right to cancel or modify trips due to unforeseen circumstances such 
as weather, safety concerns, or insufficient participation. 

• Any changes to the trip itinerary will be communicated promptly. 
 
13. Return and Debrief 

• A debriefing meeting may be held after the trip to evaluate the experience and gather 
feedback. 

• Any incidents or concerns should be reported to the school administration upon return. 
 
This policy ensures that school travel is organised safely and efficiently, while protecting the 
interests of all involved. Let me know if you'd like to adjust this policy to suit your needs further! 
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