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2015.07.27.CPP		School	trips	and	outings	procedure	
	
1.		 Introduction	

• Guidelines	 for	 school	 trips	 organized	 by	 the	 European	 Schools	 were	 approved	 by	 the	 Board	 of	
Governors	27-	28	of	April	1999.	

• Guidelines	for	school	outings	and	trips	organized	by	the	nursery	and	primary	departments	of	European	
schools	were	approved	by	the	Board	of	Governors	22-23	of	May	2002.			

	
2.		 Organization	of	school	outings	–	1	day	

• All	proposed	outings	must	be	approved	by	the	deputy	director	in	writing	(Annex	1).	
• If	required:	the	booking	of	the	coach	is	possible	through	OAD	(telephone:	023-5551860)	or	BAK	Reizen	

Touringcarbedrijf	(telephone:	072-5122099)	or	another	bus	company.	
• The	teacher	pupil	 ratio	must	be	at	 least	1:10	(1:8	 for	activities	such	as	 ice	skating	and	swimming)	 in	

primary	and	1:15	 in	secondary.	A	minimum	of	two	adults	must	accompany	a	group.	A	 list	of	helpers	
must	be	approved	by	the	deputy	director.		

• At	 least	 one	 week	 in	 advance	 information	 should	 be	 sent	 to	 the	 parents	 in	 writing	 about	 the	 visit:	
date,	times,	cost,	etc.	and	a	permission	slip	with	a	signature,	or	an	email	to	confirm.	

• A	completed	class	trip	form	shall	be	passed	to	the	Deputy	Director	at	least	one	week	in	advance	with	a	
copy	 of	 the	 parents´	 letter.	 It	 is	 needed	 because	 many	 people	 have	 to	 be	 informed	 and	 cover	
arranged.	If	you	wish	to	organise	a	trip	at	very	short	notice	you	should	speak	to	the	deputy	director,	
and	also	consider	the	liability	situation.	

• A	copy	of	the	class	trip	form	shall	be	put	on	the	notice	board	in	the	staff	room	after	it	has	been	signed.	
• Primary	teachers	will	swap	any	duties	they	may	have	on	the	day.	
• 
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parents	and	pupils	to	discuss	details	of	the	programme	and	the	behaviour	code	(Annex	3).		
	
3.2.	Participating	staff,	pupils	and	their	insurance	

• 	 Where	 there	 are	 students	 of	 both	 sexes	 on	 a	 residential	 trip,	 there	 should	 be	 at	 least	 one	
accompanying	teacher	of	each	sex.	With	the	agreement	of	the	deputy	director,	it	may	be	possible	to	
ignore	this	rule	if	a	residential	centre	has	supervisory	staff	of	the	required	sex.	

• There	should	be	an	adequate	teacher/student	ratio.	The	exact	ratio	will	depend	on	the	nature	of	the	
trip	and	the	activities	to	be	undertaken	and	must	be	agreed	upon	by	the	trip	 leader	and	the	deputy	
director.	The	 ratio	 is	normally	1:	10	 in	nursery	and	primary	and	1:15	 in	secondary.	There	must	be	a	
minimum	of	two	adults	accompanying	a	group.	Depending	on	the	trip	the	organizers	should		discuss	
the	needs	for	staffing	with	the	deputy	director	and	agree	upon	the	best	solution	without	causing	too	
much	disruption	for	classes	which	remain	in	the	school.	

• 	 Prior	to	the	trip,	one	teacher	must	be	found	who	will	act	as	a	replacement	should	the	need	arise.		
• 	 Teachers	may	use	their	own	vehicles	for	pupils’	travel	and	they	are	insured.		
• 	 The	 school’s	 insurance	 covers	 trips	 in	 general.	 It	 is	 advisable	 to	 arrange	 an	 additional	 insurance,	

especially	on	foreign	trips.		
• 	 Parents	and	students	are	not	allowed	to	use	their	own	cars	or	scooters	for	any		school	trips	because	

they	are	not	covered	by	the	schools’	insurance.	
	

4.	Safety	measures	(Annexes	1-5:	all,	6-9:	primary	only)	
• 	 The	trip	 leader	should	carry	out	a	risk	assessment	before	 finalising	details	of	 the	trip	and	produce	a	

written	document	(Annexes	4	and	5).		
• 	 A	pre-visit	to	the	area	should	be	carried	out	if	possible	and	if	necessary.	This	is	particularly	important	if	

a	new	location	is	being	visited	(Annex	6).	
• 	 Following	discussion	with	the	school	nurse,	an	adequate	number	of	 first	aid	kits	should	be	taken	on	

the	trip.	These	are	available	from	the	school	nurse.	
• 	 An	appropriate	system	of	student	supervision	should	be	drawn	up	by	the	trip	leader.	Teachers	may	be	

assisted	by	other	responsible	adults	such	as	parents,	but	 they	must	be	made	fully	aware	by	the	trip	
leader	of	the	nature	and	extent	of	their	responsibilities.	The	trip	leader	must	ensure	that	instructors	in	
potentially	hazardous	sporting	and	adventure	activities	are	adequately	qualified	and	experienced.	

• Upon	arrival,	 the	trip	 leader	should	contact	the	school	by	email,	 text	message	or	other	means	to	 let	
the	school	know	about	the	safe	arrival	of	the	group.		

• 	 Everyone	 should	 be	 made	 fully	 aware	 of	 the	 fire/emergency	 procedures	 at	 the	 hotel/	 residential	
centre	as	soon	as	possible	after	arrival.	

• 	 The	 trip	 leader	 and	 accompanying	 teachers	 should	 be	 clear	 about	 the	 emergency	 procedure	 to	 be	
used	if	there	is	a	serious	problem	on	the	trip	(Annex	7).	

• 	 In	the	secondary	there	must	be	a	code	of	conduct	based	on	the	House	Rules	of	the	school	which	are	
adapted	for	the	specific	trip	by	the	trip	leader	and	communicated	to	the	parents	and	pupils.	

• 				For	the	code	of	conduct				in	the	nursery	and	primary	see	Annex	8	 	
• 				Any	 additional	 specific	 points	 should	 be	 distributed	 to	 students	 and	 parents	 before	 the	 trip.	 These	

might	include	rules	on	smoking	and	alcohol,	length	and	use	of	free	time,	etc.		
• 	 It	 should	 be	 made	 clear	 that	 participation	 on	 the	 trip	 is	 dependent	 on	 acceptance	 of	 this	 code	 of	

conduct.	Time	should	be	made	available	during	the	trip	to	discuss	any	problems/issues	that	arise.		
• 	 If	 the	 trip	 leader	 considers	 that	 the	 nature	 of	 an	 incident	 requires	 a	 student	 to	 be	 sent	 home	 they	

must	 ensure	 that	 the	 school	 and	 the	 parents/guardians	 have	 been	 informed	 beforehand;	
arrangements	are	made	for	a	suitable	adult	to	accompany	the	student	as	necessary	and	all	costs	shall	
be	covered	by	the	parents.	

• 				After	 the	 trip	 a	 presentation	 should	be	made	 to	 the	 school	 (notice	board	displays,	 reports,	website	
information	 etc).	 An	 evaluation	 of	 the	 P5	 trip	 needs	 to	 be	 completed	 by	 all	 participating	 teachers	
(Annex	9).	

	
3.5 Payment	Procedures	
Section	needs	to	be	completed	on	the	procedure	for	paying	for	trips	
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Annex	1	
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Annex		3	
	
	

CHECKLIST	OF	INFORMATION	FOR	PARENTS	AND	GUARDIANS	ABOUT	SCHOOL	TRIP		
	
	
The	list	below	gives	the	information	which	should	be	given	in	writing	to	parents/guardians	before	
any	school	trip.			
	

1.	 Dates.	

2.	 Times	of	departure	and	return	(and	flight	details	if	relevant).	

3.	 Method	of	travel	including	name	of	the	travel	company,	if	any.	

4.	 Destination,	with	full	address	and	contact	numbers	(telephone/fax/e-mail).	

5.	 Emergency	contact	arrangements	(e.g.	if	students	are	not	all	at	one	centre).	

6.	 Names	of	trip	leader	and	accompanying	staff.	

7.	 Names	and	status	(e.g.	parent)	of	other	accompanying	adults	who	will	exercise	some	
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Annex	4	

RISK	ASSESMENT	CHECKLIST		

	
After	an	accident	or	serious	incident	the	school	would	need	to	be	able	to	show	that	the	risk	
assessment	was	suitable	and	sufficient.	
	
1. What	are	hazards	and	risks?	

• A	hazard	is	something	with	the	potential	to	do	harm.	
• A	risk	is	the	likelihood	of	that	potential	being	realised.	

	
2. What	is	risk	assessment?	

• Identifying	hazards	
• Thinking	about	and	measuring	the	risks	
• Taking	action.		

	
3.		 How	to	perform	a	risk	assessment	

• Identify	the	hazards	and	if	any	particular	groups	may	be	affected	
• Evaluate	the	risks	and	assess	whether	they	are	adequately	controlled
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Annex	5	
	

RISK	ASSESSMENT	FORM	
	

	
	
ACTIVITY	AND	LOCATION:	______________________________________________________	
	
DATES:	_______________________	STAFF	NUMBERS:	MALE	_______				FEMALE	________	
	
NUMBER	OF	STUDENTS	TAKING	PART:	
TOTAL:	___________			MALE:	______			FEMALE	:	______		CLASSES	INVOLVED:	_________	
	
NAME	OF	TEACHER	IN	CHARGE:	________________________________________________	
	
SIGNATURE:	_________________________________________________________________	
	
DEPUTY	DIRECTOR:	__________________________________________________________	
	
SIGNATURE:	_________________________________________________________________	
	
	
	
	
	
ACTIVITIES	AND	HAZARDS	
	
List	activities	and	parts	of	the	programme	which	could	cause	problems.	
Make	a	note	if	particular	groups	of	people	may	be	affected.	
Try	to	put	the	most	important	ones	first	
	
List	activities	and	hazards:	
	
_____________________________________________________________________________	
	
_____________________________________________________________________________	
	
_____________________________________________________________________________	
	
_____________________________________________________________________________ 5 q cstz c c cstz Ehsp tycstt _m 9R_____ cstz Ehsp tycstt _m 9e Gsu t Gtu ghsp ty nb _tz tz c c cstz Ehsp tEpsyy _m 9R zb c c zb c c Rm rRRt h RL G	u R=
3R 5 q cstz c c cstz Ehsp tycstt _m 9R csccwp R_ zb c c zb c c Rm rRRt h RL
G__________________tz tz c c ________________________________________________ 5 q cstz c h___cstz c c ______________________________ t c c Rm rRRt h RL G	u
R= 3R hzh cstz Gu h G6u Ehsp ptEszt _m
9R zb c c zb c cHS cszS r? L
9R csc5blRL G	u R=
3R___ c zb c c R tycsyGu  zbEu tz_______________________________
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WHAT	HAS	ALREADY	BEEN	DONE	TO	LIMIT	THE	RISKS?	
	
For	example,	have	you	provided:		

- adequate	information	
- appropriate	training	
- 
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Annex	6	
	

CHECKLIST	OF	PRE-VISIT	TO	RESIDENTIAL	CENTRE	FOR	P5	TRIP	
	
	
1.	 Security	

• Fire	exits	
• Night	locked	doors	
• Infirmary	 	 	
• Nurse	on	site	 	
• Local	doctor	 	
• Is	there	a	brochure	about	the	centre?	
• Is	there	someone	from	the	centre	permanently	on	call?	

	
2.	Pedagogy	

• Choice	of	activities	
• Presence	of	monitors/guides	
• Educational	booklet	during	or	after	the	trip	
• Worksheets	prior	to	visit	
• Equipment	or	materials	to	take	away	

	
3.	Life		

• Price	of	trip	–	
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Annex	7	
	
	

ADVICE	TO	THE	TRIP	LEADER	IN	ALL	EMERGENCIES	
	
The	 following	 notes	 are	 for	 guidance,	 and	 the	 actions	 listed	 may	 not	 be	 appropriate	 in	 all	
emergencies.	
	
1.		 Find	out	the	nature	and	extent	of	the	emergency.	

2.		 If	qualified,	give	first	aid	and	attend	to	the	casualty	(-ies).	

3.		 Make	sure	that	all	other	group	members	are	accounted	for,	are	safe	 from	danger	and	are	well	 looked	
after.	

4.		 Call	 the	emergency	 services	 as	 required.	An	adult	 from	 the	party	 should	accompany	any	 casualties	 to	
hospital.	

5.		 Collect	the	remainder	of	the	group	and	arrange	for	their	return	to	base	(hotel,	hostel	etc).	

6.		 Arrange	for	one	adult	to	remain	at	the	incident	site	to	assist	or	liaise	with	emergency	services	if	required.	

7.		 Contact	base	(hotel,	hostel	etc)	

8.		 Contact	School	(the	deputy	director	or	secretaries)	and	give	the	following	information:	

• name	of	the	person	who	is	in	the	contact	with	a	school	

• nature,	date	and	time	of	incident	

• location	of	incident	

• details	of	injuries	

• names	and	telephone	numbers	(if	necessary)	of	individuals	involved	

• action	taken	so	far	

• telephone	numbers	for	future	contact	

9.		 The	deputy	director	will	identify	action	required	

10.		 The	deputy	director	will	arrange	to	contact	parents/guardians	of	those	involved	as	quickly	as	possible.		
For	a	major	incident	the	director	should	contact	the	parents	of	all	party	members.		The	deputy	director	
should	also	act	as	a	link	between	the	group	involved	in	the	incident	and	any	other	individuals	or	bodies	
(e.g.	the	press/Parents’	Association	etc)	

11.	 The	trip	leader	and	appropriate	teachers	should	write	down	all	relevant	details	while	they	are	still	fresh	
in	their	memories.	A	record	



Page	11	of	12	
 

Annex	8	
	




