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Kinsale Community School is committed to: 

• Enabling all students to fulfil their academic, intellectual, moral, spiritual, social, cultural 

and physical potential. 

• Fostering the development of personal responsibility. 

• Engendering a spirit of co-operation and mutual respect among students, staff, 

management, parents, and the wider community. 

• Facilitating the professional development of staff in a safe and caring environment. 

 

The Board of Management of Kinsale Community School supports and encourages school tours. 

It concurs with Department of Education guidelines which state that;  

“the objective of educational tours for school should be that they be of benefit in the intellectual, 

cultural and social development of the pupils taking part in them and any activity, in connection 

with the tour, which is in conflict with this objective be avoided” 

School tours allow learning to take place beyond the walls of the classroom and as such are an 

important part of a balanced educational process where students have first-hand experience 

wherever possible. The Board would hope that all school trips and tours would have a beneficial 

effect on pupils both academically and socially. 

 

Application Procedures 

Meetings will be held with Principal/Deputy Principal/Year Tutor to discuss the behavioural 

record of the relevant group. Students who have a history of inappropriate behavior may be 

excluded from school tours (Day Tours / Outings / Overnight Tours / Foreign Tours) 

 

Day Tours – General Procedures 

Day tours are organised on a voluntary basis, in accordance with DES guidelines, and are 

determined by the availability of teaching staff. The following general procedures apply to day 

tours/outings: 



1.Day tours/outings may take place during the school day or may extend beyond normal school 

hours.  

 

2. Day tours/outings must have the approval of the Principal/Deputy Principal.  

 

3. Once the Principal/Deputy Principal has approved a tour/outing the organiser should:  

a) enter the details on the school calendar in the staffroom  

b) obtain parental permission  

c) on leaving the school include the list of names of travelling students at reception  

 

4. On all day tours there must be an appropriate ratio between the number of students and 

number of staff travelling. The ratio will depend on the nature of the trip and the age of the 

students travelling.  

 

5. Students who have a history of inappropriate behaviour may be excluded from day 

tours/outings  

 

6. School authorities should have the contact numbers of the coach company or staff in case of 

delays or any other occurrences.  

 

7. For trips that extend beyond normal hours, it is the responsibility of the guardian(s)/parent(s) 

to ensure that arrangements are in place for their child’s journey to/from the school. If Drop 

Off/Collection of a student occurs outside of group arrangement, the Leader should be given the 

details in advance. 

 

8. Staff should not travel alone with a student – or should only travel alone with a student when 

parental permission has been obtained, or in an emergency. 

 

9. Students will be accompanied by teachers throughout the trip. However, it is usual that 

students are allowed free time for shopping/ lunch etc. A prominent meeting place will be 

advised before the group divides. Students who misbehave and/or deviate from the 

recommended area do so entirely at their own risk and will face the full rigour of school rules. 

Students should stay in groups and no one should wander off anywhere alone 

 

General Procedures for Overnight Tours/ Foreign Tours 

 

Overnight tours/Foreign Tours are always organised on a voluntary basis, in accordance with 

DES guidelines, and are determined by the availability of teaching staff. The following general 

procedures apply to Overnight Tours/Foreign Tours:  

 

1. Prior to seeking permission, the Tour Leader must check with the Principal/Deputy Principals 

to ensure that the proposed tour dates do not impinge on the normal teaching routine of the 

school year. 

Factors involved in preliminary discussions include: 

• Educational Value 



• Price and overall value for money 

• Suggested Itinerary 

• Staff Availability/Interest 

• Safety of Location / Established structure in place to cope with school groups 

 

2. The Tour Co-ordinator will seek the approval of the Principal and The Board of Management 

submitting a tour plan which will cover:  

a) A draft itinerary  

b) Timing and Duration  

c) Year group/ approximate numbers  

d) Approximate costs  

e) Educational benefit  

  

3. Accompanying teachers will then be chosen by the Principal in consultation with the tour 

leader.  

 

4. The size of the group will depend on the number of students the Tour Coordinator feels able to 

manage. 

 

5. Adequate notice will be given and after this period has expired places will be awarded on a 

first come, first served basis. Late Applicants will be given places as they arise.  

 

6. A student may be excluded from a tour group if it is felt, based on previous misbehaviour, that 

bringing the student would be a liability or that the teachers would be unable to accept 

responsibility for the possible consequences of such behaviour if it were to reoccur.   

 

7.  A letter will be given to all approved students with brief details of 

destination/itinerary/estimated price (dependent on ultimate uptake)/payment dates etc. This 

letter aims to establish level of interest and does not in itself constitute an offer of a place on the 

tour. Students may be refused application at this stage.  

 

8. A second letter will be given offering a place on the tour. An Application Form (see 

attached)– Parent(s)/Guardian(s) shall be required to give details of passport and phone numbers 

for contact in the event of an emergency on a 24 hour basis for the duration of the tour. A non-

refundable deposit will be requested by the travel company (which may constitute up to 50% of 

the full price-it’s a condition of airlines that all tickets be fully prepaid).  

 

9. Students given a place on the tour but who misbehave in a manner deemed serious by the 

school authorities thereafter may be deprived of their place on the tour. This is in the interest of 

safety to themselves and other students/staff. In such a case, refunds, depend entirely on the 

conditions of the travel company and depends on the actual date of cancellation of the place. In 

the case of a late exclusion and subsequent cancellation, a refund will not apply. 

 

10. Students will be issued with deadlines for the submission of application form/deposit and 

payment of others monies and relevant documentation. If a passport is required, a photocopy of 



the student’s passport must be included with the deposit. Students will also be informed that any 

subsequent name change will result in fees (paid by the student) levied by the airline. This is 

outside the control of the tour organiser or the travel company.  In certain cases passports must 

be valid for at least six months following the trip.  

 

11. Failure to comply with deadlines given in relation to deposit/passport details/letters of 

consent/ medical forms/ contact details etc. may result in a student forfeiting her place on a tour 

and her deposit.  

 

12. A Contract must be signed by students and parent(s)/guardian(s) saying that school staff 

may act in loco parentis this also covers all aspects of student behaviour. Students and 

parent(s)/guardian(s) shall acquaint themselves with the school’s Code of Behaviour and agree to 

abide by it. Each student and her parent(s)/guardian(s) shall be given a form outlining any 

additional rules, regulations and special requirements and shall be required to sign this.  

 

13. a Medical Form outlining any medical condition/ medication being taken that staff need to 

be aware of, and consent for the administration of medical intervention in the case of a medical 

emergency. 

 

14. Students must have their European Health Insurance Card for travel to countries in the EU. 

Students will not be permitted to travel without it. 

 

15. For travel outside the EU students and staff must have adequate travel/health insurance cover 

as advised by the travel agent.  

 

16. Students must attend all information meetings and co-operate with all requests pertaining to 

the tour.  

 

17. A meeting will be held in advance of the tour at which a parent/guardian of each participant 

must attend. Non attendance may result in the offer of the tour place being withdrawn as the 

main emphasis of the meeting is health and safety. At this meeting the following will be 

discussed: 

a) Detailed Itinerary  

b) Extra costs ( e.g lunch not included, recommended spending money etc) 

c) Educational/Recreational components  

d) Recommended clothing  

e) Recommended pocket money  

f) Personal items that a student may need to bring  

g) Rooming arrangements 

h) Supervision 

i) Insurance 

j) Expected Standards of Behaviour 

  

18. On the tour, mobile phone communication may be necessary between staff and students. The 

tour coordinator should have a list of the mobile phone numbers of students travelling. A mobile 



phone is available from reception for the Tour Coordinator as staff members are not required to 

give their personal phone numbers to students.  

 

19. One of the staff members on the tour should be responsible for carrying a basic First Aid Kit.  

 

20. In the case of a family hosting a student, the tour coordinator must request that the student is 

given proper adult supervision by a parent /guardian and appropriate accommodation.  

 

21. The Tour Coordinator becomes the Designated Liaison Person in case of emergency during 

the trip in compliance with Child Protection Guidelines. 

 

22. Hotels reserve the right to request a deposit from school groups. This is payable per student 

and is refundable on checkout. This will be forfeited if damage is caused or a disturbance made 

to adjacent rooms.  

 

23. Students will be accompanied by teachers throughout the trip. However, it is usual that 

students are allowed free time for shopping/ lunch etc. A prominent meeting place will be 

advised before the group divides. Students who misbehave and/or deviate from the 

recommended area do so entirely at their own risk and will face the full rigour of school rules. 

 

24. On return to the accommodation each night students will go to their rooms. A check will be 

made to make sure everyone is in their designated room.  

 

25. If a student is found to be in serious breach of any of the rules of the Code of Behaviour, the 

staff in charge must contact the Principal/Deputy Principal, where an appropriate sanction will be 

advised which may include authorisation for the student to be sent home at the parents/guardians 

expense. In this event the student may have to travel home unaccompanied. In disciplinary 

matters the teachers word is final. Sanctions may also be implemented on return to school 

regarding such offences. For less serious breaches of rules, parents may be contacted by phone 

where details will be given and full support requested after which a possible sanction be 

imposed. 

 

26. In the event that the tour leader suspects that a student possesses items deemed unsuitable, a 

search of bags/rooms may be made.  In the case where an inspection of a student’s room or 

personal property has been deemed necessary, staff members will enter rooms. This would only 

occur if there were concern for a student’s physical safety/ suspicion of being in possession of a 

banned substance or other serious concerns. 

 

27. A breathalyser may be carried by the Tour Leader. If a student is suspected of having 

consumed alcohol the students breath may be tested. The result will guide the leader in dealing 

with the situation.  

 

Expected Standard of Behaviour on all School Tours 

We in Kinsale Community School have very high expectations of behavior, and we expect such 

standards to be maintained during all extra curricular activities. Participation in a school tour is a 



huge vote of confidence in a student on behalf of the school and requires very student act in a 

mature and responsible manner at all times. School rules apply (except for uniform on some 

trips), special emphasis is put on the following: 

a) The use of alcohol or non-medically prescribed drugs by students on a tour is absolutely 

forbidden.  

b) Students should not enter another students’ room (male or female) at any time, day or night. 

c) Students will wear seat belts on buses and obey all reasonable instructions given by drivers. 

d) Students must obey members of staff at all times. 

e) Students must stay with the tour group. A student may not go off on their own, students must 

stay in groups at all times 

f) Students must not purchase alcohol or tobacco products for any purpose at any stage of the 

tour 

g) The Board of Management requires parent(s)/guardian(s) to guarantee that when their child 

comes to the school to assemble for the start of the tour, they do so free of illegal substances 

either on their person or in their luggage. 


