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CTI Clonmel Mission Statement 

 
The role of our school is to facilitate the students of Clonmel and its environs in the acquisition of general 

and specialised education. CTI Clonmel is under the patronage of Tipperary Education and Training Board. 

ETB schools are state, co-educational, multidenominational schools underpinned by the core values of: 

 

• Excellence  

• Care  

• Equality  

• Community  

• Respect 

 

CTI Clonmel provides students with equal opportunities for enrolment in line with the Education 

(Admissions to School) Act 2018.  Once enrolled, our school strives to provide all students with equal 

opportunities to engage with the curriculum and school life. We strive to enable every student to realise 

their full potential regardless of any aspect of their identity or background. Our school:  

 

• provides a safe physical and social environment that reinforces a sense of belonging to the school 

community and wider society 

• promotes a fully inclusive education that recognises the plurality of identities, beliefs and values 

held by students, parents and staff 

• prepare open-minded, culturally sensitive and responsible citizens with a strong sense of shared 

values 

• treats equally students of all religions and beliefs.  The school environment and activities do not 

privilege any group over another whilst at the same time acknowledging and facilitating students 

of all religions and beliefs.  
 

In CTI, SSE/DEIS planning underpins how we identify needs, meet those 

needs and monitor and record student outcomes, in conjunction with 

the continuum of student support (diagram on the right).  
 

All policies are formulated around Child Protection & Safeguarding 

procedures using the school’s Student Safeguarding Statement, the 

Child Protection Procedures for Primary and Post-Primary Schools 

(revised 2025), the Children First Act 2015 and the Teaching Council’s 

Code of Conduct (2016) 
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Rationale:  

This Policy has been drawn up in the context of Department of Education Circular Letter M20/04 – 

Educational Tours by School Groups.  

 

The objective of an educational tour is to provide students with an opportunity of educational, intellectual, 

cultural and social development in an environment / setting that cannot be provided within the school.  

 

Proposals:  

All school outings are subject to approval on suitability and timing by the Principal. The template attached 

as appendix 1 should be completed by the tour coordinator and submitted to the Principal well in advance 

by the tour coordinator with all details and costings outlined. Appendix 1 should be retained for 

examination during a school inspection. It important to note that all trips must be risk assessed with Public 

Health guidelines in mind.  

 

Educational School Tours Policy: 

This policy ensures that: 

• All school tours are organised as per the Department of Education and Youth Circular M20/04 

and the Standard Operating Procedures of Tipperary ETB 

• School staff are assisted in the organisation of school tours and  

• All students who participate in the school tour are aware of the behaviour that is expected of 

them during the school tour 

 

School Tour Goals:  

• To create an extension and reinforcement of classroom activities.  

• To enhance the learning process of as many pupils as possible by providing educational      

experiences which the classroom alone cannot provide.  

• To provide students with a variety of experiences and cultures as part of their holistic education  

• To cover the content of subject specifications that require field trips / workshops that cannot be 

facilitated on school grounds  

• To create good/positive memories of school  

• To foster independence and maturity  

• To improve students’ social skills, communication skills and life skills in general 

 

Child Protection & Safeguarding: 

• The school has provided each member of school staff with a copy of the school’s Student 

Safeguarding Statement  

• The Child Protection Procedures for Primary and Post-Primary Schools (revised 2025) are made 

available to all school personnel 
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• School Personnel are required to adhere to the Child Protection Procedures for Primary and Post- 

Primary Schools (revised 2025) and all registered teaching staff are required to adhere to the 

Children First Act 2015 

• School personnel are required to avail of relevant training on Child Protection 

• School personnel are required to adhere to the Teaching Council’s Code of Conduct (2016). 

 

All staff involved in taking students on school trips must know the policies and procedures relevant to 

Child Protection. Child Protection procedures must always be followed while on a trip and particularly 

regarding the use and supervision of bedrooms on overseas school tours.  

 

For overnight or overseas school tours, a risk assessment must be completed by the tour coordinator in 

conjunction with senior school management as per the recommendations of the Child Protection 

Procedures for Primary and Post-Primary Schools (revised 2025) and TETB Standard Operating 

Procedures.  

 

Inclusion:  

It is school policy to include all students in school tours. However, before a student is accepted on a tour, 

his/her behaviour may be taken into consideration. A student who has repeatedly broken the school code 

of positive behaviour may not be allowed participate in the school tour. This may result in the loss of any 

deposit paid at the time. Parents / guardians will be notified in advance of any school tours with the full 

cost of the tour communicated at the planning stage of the school tour.  

 

It must be recognized that some students may have additional needs and/or health issues that could 

impact on the ability of the organisers to ensure the health and safety of the student in question as well 

as the other students in the group (especially while out of the country). In such a circumstance the tour 

organizer(s), management and parents of the student(s) and the student in question will discuss the best 

option for the student(s). 

 

 

NATIONAL TOURS 

• Day tours may take place during the school day or may extend beyond normal school hours 

• Day tours must have the approval of the senior management and have the trip entered on the 

school calendar 

• Day tours should not clash with with assessment or CBA calendar 

• Day tours may include educational activities such as fundraising events  

• Parents/guardians must be informed about all school tours in a timely manner (Appendix 2) 

• Parental permission is required for all students travelling on school tours (Appendix 2) 

• Pertinant relevent medical information must be provided for all students travelling on the school 

tour (Appendix 3) 
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• A list of students attending must be forwarded to the school office  

• Teachers who are away from school should leave work for their classes 

• Day tours may involve a financial cost to the student e.g. a fee may be charged to cover the cost 

of transportation and/or entry. 

• The school will always have the mobile/contact numbers of the staff on the tour and the coach 

company involved incase of delays or any other occurences.  

• The school mobile phone number will be given to students on the tour. 

• An accident/incident report form must be completed for all accidents or incidents which have 

occurred and are in breach of the school’s Code of Positive Behaviour, Bí Cineálta and other 

relevant policies 

• Teachers have the right to change pairs or groups where they deem necessary 

• When travelling on a bus, students must: 

o Students must be advised to remain seated, facing forward, and not have unnecessary 

movement during the journey. Where seatbelts are fitted these must be used 

o Central aisles and access to exits must be kept clear at all times 

o In the event of an emergency, students should leave the bus by the nearest exit, as 

quickly as possible and reassemble where a headcount can be made 

o Students should not go back to the bus for any reason until the all clear is given 

o In the event of a delay, for any reason in the time of returning to school, the tour 

coordinator will instruct students to inform their parents/guardians of such a change 

and in certain circumstances will use the school phone to make parents/guardians 

aware of any updates 

o The bus is to be kept clean at all times  

 
 

Responsibilities of Tour Co-ordinator:  

• Have a full list of students attending, their parents/guardians contact numbers and details of any 

medical information necessary (Appendix 3) 

• To ensure that all protocols around child safeguarding are implemented.  

• Teachers should do a risk assessment on the school tour where the tour extends beyond normal 

school hours or on overnight/overseas trips  

• There must be an appropriate ratio between the number of students and the number of staff 

travelling. This ratio varies depending on the nature of the tour, and the age and needs of the 

students travelling 

• Contact the Green Room/Dún Chéitinn coordinators if students assigned to these rooms are 

travelling on the school tour 

• Bring a first aid kit on the tour 

• Provide parents/guardians with all the details of the school tour in a timely manner, including a 

draft itinerary (using the sample letter in Appendix 2) 

• To impress on parents/guardians that the onus is on them that their son/daughter has all the 

necessary up to date documentation provided to the school by the agreed date 
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• Contact parents/guardians if any medical issue arises 

• Monitor all payments in relation to the school tour - income and expenditure 

• Work in partnership with all teachers travelling on tour to ensure a safe and enjoyable tour for 

all travelling 

• The tour coordinator must act on any disciplinary issue that is brought to their attention 

• The tour coordinator should contact senior management if an emergency arises 

• Maintain contact with school senior management during the tour, especially if any issues arise 

during the trip 

• Checklist available in Appendix 6 

 

Professional Responsibilities of Staff  

Teachers and school staff who volunteer to lead school tours and/or facilitate extra-curricular activities 

do so in a professional capacity. The primary duty of teachers and school staff is to care for and ensure 

the safety of all students on tour. Teachers and school staff must adhere to prescribed guidelines of co-

operation for tours. Each attending member of staff must agree to these guidelines prior to departure on 

the school tour.  

 

Guidelines for Staff  

• The care provided for students must be of the same standard of that which the teachers and 

school staff provide in a school situation.  

• School staff must familiarise themselves with the Contract of Behaviour for school tours (Appendix 

4 for National tours & Appendix 5 for Overnight or Overseas tours) 

• In the case of a shortage in teaching staff volunteering to participate in the school tour, the 

shortfall in supervision may be provided by Special Needs Assistants (SNAs). 

• School staff must report any disciplinary and/or other issues to the tour coordinator, for the tour 

coordinator to deal with.  

• The tour itinerary should be arranged prior to departure of the trip. School staff must ensure that 

all students attend each planned activity on the itinerary. The itinerary will not be subject to 

change for the duration of the trip unless the Tour Coordinator deems it necessary to do so.  

• Should a member of staff become ill or need to leave their group for any reason beyond their 

control, the unattended students will be distributed evenly among each remaining group 

coordinator.  

• While on tour, school staff must act in a responsible manner, at all times, in accordance with the 

Code of Professional Conduct (Teaching Council of Ireland 2016) remembering that they are in the 

company of, and are responsible for, the care of our students. Therefore, the inappropriate use 

of alcohol, drugs or the engagement in any other activity which would compromise and/or inhibit 

the provision of care to students is forbidden.  
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Student responsibilities 

• All school rules will apply during the school tour 

• Students must conduct themselves in an appropriate manner, maintaining the schools Code of 

Positive Behaviour, and be mindful of others 

• Students must be aware that school staff will act “in loco parentis” for the duration of the tour 

• Students must always remain with the group for the duration of the tour, unless authorised by 

the tour coordinator 

• Students may have some “free time” during a school tour where it is recommended that they 

remain in smaller groups with other students. Students should not go anywhere on their own. 

• Students must always be punctual  

• The consumption of high caffeine energy drinks is prohibited 

• Students should carry a mobile phone, this is charged and operational, during school tours so 

that they can inform parents/guardians of any possible changed to the schedule of the tour.  

• A student can communicate with the tour coordinator via the school phone 

 

Parent/Guardian responsibilities 

Parents are expected to help with preparing their child for the tour as follows:  

• Consent to the proposed rules and regulations for the tour (Appendix 2) and give signed 

acceptance of the contract of behaviour (Appendix 4/5) 

• Ensure all payments are submitted on time for the tour.  

• Give details of student medical conditions. Written details of any medication required (including 

instructions on dosage/times) (Appendix 3) 

• Parents/guardians must accept full responsibility for the punctual arrival and collection of their 

son/daughter from CTI, Clonmel. The bus may leave without a student if they are not present at 

the scheduled departure time  

• For trips that extend beyond normal school hours, it is the responsibility of parents/guardians to 

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

• Parents/guardians should note that illness or injury to a student may result in less supervision of 

the remaining students, should it be necessary for a staff member to accompany a student seeking 

medical attention 

• The onus is on parents that their son/daughter has all the necessary up to date documentation 

provided to the school by the agreed date 
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GUIDELINES FOR OVERNIGHT / OVERSEAS TRIPS 

Overnight/Overseas tours follow the same guidelines for National tours and include the 

following points.  

 

Responsibilities of Tour Co-ordinator:  

• The tour coordinator will work closely with the tour company to plan and organise the tour 

• Communicate with parents/guardians keeping them informed of all developments during the 

planning stage of the tour 

• Provide an information pack to parents/guardians before the tour departs outlining expected 

behaviour, costing, itinerary and contact information. The permission letter must be returned to 

the tour coordinator before a given date 

• Parents/guardians should be informed that students with non-EU passports may need visas for 

EU countries 

• A photocopy of each passport must be taken and brought on the school tour 

• Parents/guardians must be informed of travel arrangements, any special local conditions, 

personal items that students need to bring, guidelines for spending money for extras such as 

meals and excursions  

• To be aware that some locations require the students to have their passports for entrance into 

that location  

• The tour coordinator must have a list of all students on tour on headed school paper as this may 

be requested for entry into some locations 

• Night-time supervision rota to be put in place 

• Mobile phones are not allowed in bedrooms at night-time. They will be collected by their teachers 

at night and returned in the morning 

• Maintain contact with senior management during the tour and provide a detailed report on return, 

outlining the achievements of the tour, evaluation of the tour and any difficulties that arose during 

the tour 

• The tour coordinator should follow the directions of overseas affairs guidelines applicable to the 

destination, before and during the tour 

 

Guidelines for Staff: 

• The school staff who attend overseas school tours will be assigned a group of students for which 

they will be responsible 

• The school staff will be responsible for the safe keeping of the passports of the students in their 

group 

• School staff are expected to attend to the care of this group of students for the duration of the 

tour, and in the case of an emergency, other students may be added to the original group  

• School staff will supervise students every day. Supervision at night will also be required and will 

be carried out on a rotation  
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Student responsibilities: 

• Only those students with a good record of behaviour in school will be allowed to go on school 

tours/outings.  

• Before students go on tour they must agree to the contract of behaviour as laid out in Appendix 

5 for overnight/overseas school tours   

• Students must ensure they have their valid passport and European Health Insurance Card 

immediately before they leave the school on the tour 

• Students should have the address of the hotel and the school mobile phone number in case they 

become separated from the rest of the group  

• Students are expected to come prepared for the trip and bring all items that are listed in the 

permission letter / information pack 

• School outings are designed to be both educational and enjoyable for both students and 

coordinators. All students are asked to approach outings positively and in the spirit of which they 

are intended.  

 

Parent/Guardian responsibilities: 

• Before paying a deposit, parents/guardians must ensure that their son/daughter has a valid 

passport and European Health Insurance Card (E111)  

• Up to date contact details must be supplied to the tour coordinator (Appendix 3) 

• Relevant medical information must be supplied to the tour coordinator (Appendix 3)  

• Ensure that they are familiar with all school tour documentation re Itinerary/ Rules / Contact 

Details / Concerns 

• If there is a serious breach of discipline and the tour coordinator decides that a student must 

return home, parents/guardians may be required to pay for or reimburse the school for any cost 

as a result of their students’ behaviour. 

 

Tour Company (Overseas trips only):  

Where appropriate, a chartered tour company will be used in the booking and organising of the proposed 

tour. The tour company in collaboration with the tour coordinator will be responsible for:  

• The suitability of travel and accommodation arrangements  

• Appropriate travel insurance for all travelling  

 

LUGGAGE GUIDELINES FOR OVERNIGHT / OVERSEAS TRIPS 

• The tour company will provide information on luggage restrictions that the tour coordinator will 

disseminate to those travelling on the school tour e.g. weight restrictions of the airline  

• Students should have, where allowed, a backpack/small bag for what they require on the first day 

of the tour  

• All luggage should be easily identifiable  

• Appropriate clothing and footwear should be brought  
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Appendix 1: Tour Template 

DETAILS OF SCHOOL TOUR  

 

Tour date(s): 

From To Number of school days 

   

 

Brief outline of tour: 

 

 

 

 

 

Number of students participating in the tour: 

1st Year  

2nd Year  

3rd Year  

Transition Year  

5th Year  

6th Year  

Total  

 

Are there students participating with additional educational needs? What arrangements need 

to be in place for this cohort of students? 

 

 

 

 

 

If some students are not participating, please outline why? 

 

 

 

Why is the school tour deemed to be necessary? 
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What are the benefits of the school tour? 

 

 

 

 

 

Adults accompanying the students  

Tour coordinator Number of other teachers Number of other adults  

 

 

  

 

Confirmations 

 Yes or No 

That parental permission has been secured for each student who is to 

participate on the school tour 

 

That adequate insurance is in place to cover all risks while on tour  

Appropriate arrangements are made in accordance with Circular PPT 01/03 

for those classes whose teachers are absent with the tour 

 

 

 

 

 

_______________________________________________   __________________ 

Signature of Principal        Date 

 

_______________________________________________   __________________ 

Signature of Tour coordinator      Date 
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Appendix 2 

SAMPLE LETTER TO PARENT / GUARDIAN & PERMISSION SLIP 

 

Dear Parent/Guardian,  

As part of your child’s experience at CTI Clonmel, we are offering him/her the opportunity to participate 

on a school tour to ___________________________________ on ___________________.  

 

The details for the planned trip to _________________________ are as follows:  

• The bus will leave the school on ___________________. Signed up students must be present at 

_____________. The bus will depart at that time and if students are not present the fee is non-

refundable.  

• The cost (to cover the cost of the bus and entry) is _________________________.  

• As time will be limited and to avoid large queues for food at the venue, students are strongly 

advised to bring a substantial packed lunch.  

• It is planned to return to the school at approx. _______________. Please be available to collect 

your son/daughter at the school at this time. However, as this time is dependent on traffic, it is 

advisable to keep in contact with your son/daughter via mobile phone should there be any 

delay.  

• Students are required to wear their full school uniform.  

• All students will be expected to represent our school by displaying respectful and courteous 

behaviour at the exhibition. The normal code of behaviour will apply.  

• Should a student’s behaviour warrant removal from the trip, parents will have to pay the cost of 

additional transportation.  

• Places are limited and students must have their forms and money to ____________________by 

the _____________. Places will be allocated on a first come first served basis. Please note that a 

student’s behaviour record may be taken into consideration when places are being allocated.  

• This is open to _________students.  

• Should your child have a medical condition that we need to be aware of, please send a note to 

that effect.  

 

We hope that all students find the day both enjoyable and educational.  

-------------------------------------------------------------------------------------------------------------------------------------------  

 

PLEASE COMPLETE & RETURN TO: _________________________ 

 

I give permission to my son/daughter ____________________________________ to attend the trip on 

__________ to _________________________. Should you need to contact me on the day the contact 

number is ____________________.  
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Appendix 3 

CONTACT PHONE NUMBERS & MEDICAL INFORMATION 
 

Contact Details:  

 Name Phone number 

Student: Name & Phone number   

Parent 1: Name & Phone number   

Parent 2: Name & Phone number   

 

Medical Information: 

Students will be required to hand up any medication to the tour coordinator. Please ensure that it is placed 

in adequate packaging with a label stating their name and dosage on it. If a student is required to keep 

medication on them at all times, such as an inhaler, please supply a copy to the student and to the tour 

coordinator. I would appreciate it if you could fill in the details below. 

Medical condition: 

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________ 

Medication required: 

_____________________________________________________________________________________

_____________________________________________________________________________________ 

Does the student need to carry the medication on their person and please state why? 

_____________________________________________________________________________________

_____________________________________________________________________________________ 

I understand that if there is a medical emergency that my child may not be able to continue the school 

tour and will need to make arrangements home. 

 

Dietary requirements: 

_____________________________________________________________________________________

_____________________________________________________________________________________ 
 

Emergency medical consent: 

I, _______________________________________ give consent for emergency medical treatment to be 

authorised, if necessary for my son/daughter ________________________________________________ 

on the school tour to _________________________ 
 

In case of a medical emergency, I authorise the Tour Coordinator to act in loco parentis.  
 

STUDENT NAME: _________________________________________________ CLASS: _______________ 

Signed: ______________________________________________ Date: __________________________  
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Appendix 4: Contract of Behaviour  

NATIONAL TOURS - Student Rules & Parental Guidelines 

A School Tour is an authorised School Activity. Therefore, all existing school rules must be adhered to 

rigidly by everyone. No exceptions will be made. The good conduct of all is crucial to the safety and overall 

success of a tour. Please note that all school policies including the Schools Code of Behaviour, Substance 

Use/Misuse policy, Acceptable Use Policy and Bí Cineálta Policy are applicable in the context of a tour or 

trip.  
 

General Conduct:  

• Everyone must always conduct themselves (in private and in public), in such a manner as to not 

give offence or annoyance to other people.  

• Students should never put themselves or others at risk: they should know what to do in the 

event of an emergency, how to contact school staff and follow all instructions for emergency 

procedures 

• Punctuality and consideration for others are essential.  

• Students with a history of being unwell when travelling are advised to take travel sickness 

tablets the morning of travel.  

• Students must follow the instructions of school staff during the tour. 

• A plastic rubbish bag will be distributed on the bus to ensure the bus is kept clean.  
 

Attitude:  

Students must travel with a spirit of genuine willingness and co-operation and accept that teachers are 

“in loco parentis”. Teachers will not accept disrespect of any kind.  
 

Groups:  

Teachers have the right to change pairs or groups where they deem necessary.  
 

School to School:  

Travel arrangements are from “school to school”. Parents/Guardians must accept full responsibility for 

the punctual arrival and collection of their son/daughter from the school building.  
 

Bags:  

• On departure from CTI, students will not have access to their cases and/or bags until arrival at 

the destination. The same will apply on the return journey.  

• Students remain responsible for their belongings and valuables whilst on school tours 
 

Supervision:  

• Where appropriate, the group will be split into smaller manageable groups, each under the 

supervision of a teacher.  



 

CTI Clonmel, Raheen College and Gaelcholáiste Chéitinn Educational Tours Policy Page 17 of 24  
  

  

• The teacher will accompany the group in all activities. Students must participate fully in the entire 

range of group activities.  

• Please take note that while it is foremost that your son/daughter is supervised on the trip, it is 

expected, (as with parenting), that your son/daughter will have free time in unsupervised 

situations. During these times, your son/daughter’s behaviour is expected to be governed by the 

rules outlined and have regard for the health and safety of all on the tour. Full cooperation is 

expected in this matter.  
 

Phones:  

Students may bring their phones and indeed are encouraged to do so for their own safety and 

parents’/guardians’ peace of mind. Please ensure that the phone is charged and operational for the school 

tour 
 

Malicious Damage:  

Students who are responsible for malicious damage must pay for the cost of repairs or replacement.  
 

Health:  

• Parents must fill in any details as required on the tour consent form (see Appendix 3). If a student 

is on regular medication, parents/guardians must let the tour coordinator know the details and 

ensure that their son/daughter brings more than enough medication.  

• All health information will be dealt with in a discreet and confidential manner.  

• Medication must be carried by the student on their person.  

• No student may take medication of any type without the prior knowledge of the tour coordinator 

and the written consent of the parents.  
 

Purchases:  

Students must not purchase or have on their possession the following items: 

• Cigarettes  

• Vapes/e-cigarettes  

• Drugs of any kind (unless on prescription and agreed in advance with the tour coordinator)  

• Smoking paraphernalia of any kind  

• Cigarette lighters  

• Flick combs  

• Flick knives  

• Pen knives  

• Martial art objects  

• Fireworks – including bangers and rockets,  

• Imitation guns (including Pellet Guns)  

• Caps  
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• Spray cans  

• Solvents of any kind  

• Pornography  

• Any other offensive material of any kind or any other item identified by teachers during the trip 

which they deem to be inappropriate.  

 

Please keep receipts for all purchases. If in doubt do not buy. Students in breach of these rules will not 

be allowed participate in future school tours.  

If students are found breaking any local law, they may be detained by Gardaí. Any costs involved in their 

return home will be the responsibility of their parents/guardians.  

 

Procedure for Breach of Rules on Tour:  

In the case of serious misbehaviour, we reserve the right to send the student in question home early 

accompanied by a teacher. Parents/Guardians will be responsible for any costs involved.  

 

On Return to School:  

• The tour coordinator will discuss the tour with the Principal 

• If any serious issue has occurred, a written report will be presented to the Principal by the Tour 

coordinator.  

• In this case, parents/guardians may be called to discuss the problem.  

• Any serious misbehaviour may result in suspension or expulsion from school. We trust however, 

that such occurrences will not arise.  

• If an issue requiring a meeting with parents following the tour arises, students will not be 

permitted to go on school tour again.  

 

Conclusion:  

In these rules and guidelines, the Principal and participating teachers have anticipated as far as possible 

likely problems and dangers that might arise. We wish however, to stress that normally we find that on 

our tours, our students are well behaved and have an enjoyable experience. 
 

We have been informed of the expectations regarding behaviour on the school tour to ____________. 

We have read the rules in the school tour policy on the school website and agree to adhere to them fully. 

We are aware that any breach of this Code of Behaviour will result in parents/guardians being contacted 

and may result in a student being sent home at the expense of a parent.  
 

Signed: ______________________________________________________ Date: ___________________ 

Parent/Guardian  

 

Signed: ______________________________________________________ Date: ___________________ 
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Appendix 5: Contract of Behaviour  

OVERNIGHT/OVERSEAS TOURS - Student Rules & Parental Guidelines 

A School Tour is an authorised School Activity. Therefore, all existing school rules must be adhered to 

rigidly by everyone. No exceptions will be made. The good conduct of all is crucial to the safety and overall 

success of a tour. Please note that all school policies including the Schools Code of Behaviour, Substance 

Use/Misuse policy, Internet Acceptable Use Policy and i-Pad & BYOD acceptable use policy and Bí Cineálta 

Policy are applicable in the context of a tour or trip.  

 

General Conduct:  

• Everyone must always conduct themselves (in private and in public), in such a manner as to not 

give offence or annoyance to other people.  

• Students should never put themselves or others at risk: they should know what to do in the 

event of an emergency, how to contact school staff and follow all instructions for emergency 

procedures 

• Punctuality and consideration for others are essential.  

• Students with a history of being unwell when travelling are advised to take travel sickness 

tablets the morning of travel.  

• Students must follow the instructions of school staff during the tour. 

• A plastic rubbish bag will be distributed on the bus to ensure the bus is kept clean.  
 

Attitude:  

Students must travel with a spirit of genuine willingness and co-operation and accept that teachers are 

“in loco parentis”. Teachers will not accept disrespect of any kind.  
 

Groupings/Accommodation: 

Teachers have the right to change pairs or groups where they deem necessary.  
 

School to School:  

Travel arrangements are from “school to school”. Parents/Guardians must accept full responsibility for 

the punctual arrival and collection of their son/daughter from the school building.  
 

Bags:  

• On departure from CTI, students will not have access to their cases and/or bags until arrival at 

the destination. The same will apply on the return journey.  

• Students remain responsible for their belongings and valuables whilst on school tours 

Please note:  

• When sailing there is no weight restriction on bags, but students are asked to pack wisely, in 

relation to clothes / footwear /toiletries etc. This will be outlined in the letter and briefing to 

parents.  
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• When flying there are weight restrictions which must be strictly adhered to. Any extra charges 

will be charged to the student while on tour 

• Students should pack in accordance with airline travel guidance 

 

Supervision:  

• Where appropriate, the group will be split into smaller manageable groups, each under the 

supervision of a teacher.  

• The teacher will accompany the group in all activities. Students must participate fully in the entire 

range of group activities.  

• Please take note that while it is foremost that your son/daughter is supervised on the trip, it is 

expected, (as with parenting), that your son/daughter will have free time in unsupervised 

situations. During these times, your son/daughter’s behaviour is expected to be governed by the 

rules outlined and have regard for the health and safety of all on the tour. Full cooperation is 

expected in this matter.  
 

On the Bus:  

• Time on the coach is for sightseeing, relaxing. Please listen to and follow all directions and rules 

given by teachers and the bus drivers. 

• A plastic rubbish bag will be distributed. Please use it to ensure the bus is kept clean. 
 

Travelling by Sea/Plane:  

Students with a history of being unwell when travelling are advised to take travel sickness tablets the 

morning of travel. Students will be allowed to walk around the boat/plane but they must follow some 

guidelines:  

• Stay with another member of the tour at all times  

• Do not enter restricted areas  

• Be extra vigilant  

• No running  

• Follow directions from all airline/ferry staff  

• Students are advised to keep seat belts on when flying  

 

At the Hotel:  

• Follow the hotel rules and please respect the culture of your host country.  

• Do not leave money in your hotel room when out touring.  

• On checking out, be sure that all your property has been removed and that all rooms are clean 

and tidy and that all keys are returned.  

• Any student found charging services to the room will be asked to pay on departure from the 

hotel.  
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Sleeping:  

• Students are expected to be in their rooms and have lights out with quietness as instructed by 

teachers.  

• Students are expected to sleep in allocated room.  

• A night warden is appointed to supervise the corridors and will report to the tour coordinator 

room numbers where there is noise and/or general disturbance.  

• Remember there will be many other paying residents outside of our tour group (with families) 

entitled to a good night’s sleep. 

 

Phones:  

Students may bring their phones and indeed are encouraged to do so for their own safety and 

parents’/guardians’ peace of mind. Please ensure that the phone is charged and operational for the school 

tour. Please check costs with your phone supplier and ensure that insurance covers loss of phones 

overseas as the school cannot be liable for either.  
 

Malicious Damage:  

Students who are responsible for malicious damage must pay for the cost of repairs or replacement.  
 

Health:  

• Parents must fill in any details as required on the tour consent form (see Appendix 3). If a student 

is on regular medication, parents/guardians must let the tour coordinator know the details and 

ensure that their son/daughter brings more than enough medication.  

• All health information will be dealt with in a discreet and confidential manner.  

• Medication must be carried by the student on their person.  

• No student may take medication of any type without the prior knowledge of the tour coordinator 

and the written consent of the parents.  
 

Purchases:  

Students must not purchase or have on their possession the following items: 

• Cigarettes  

• Vapes/e-cigarettes  

• Drugs of any kind (unless on prescription and agreed in advance with the tour coordinator)  

• Smoking paraphernalia of any kind  

• Cigarette lighters  

• Flick combs  

• Flick knives  

• Pen knives  

• Martial art objects  

• Fireworks – including bangers and rockets,  
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• Imitation guns (including Pellet Guns)  

• Caps  

• Spray cans  

• Solvents of any kind  

• Pornography  

• Any other offensive material of any kind or any other item identified by teachers during the trip 

which they deem to be inappropriate.  

 

Please keep receipts for all purchases. If in doubt do not buy. Students in breach of these rules will not be 

allowed participate in future school tours.  

 

If students are found breaking any local law, they may be detained by Gardaí. Any costs involved in their 

return home will be the responsibility of their parents/guardians.  

 

Procedure for Breach of Rules on Tour:  

In the case of serious misbehaviour, we reserve the right to send the student in question home early 

accompanied by a teacher. Parents/Guardians will be responsible for any costs involved.  

 

On Return to School:  

• The tour coordinator will discuss the tour with the Principal 

• If any serious issue has occurred, a written report will be presented to the Principal by the Tour 

coordinator.  

• In this case, parents/guardians may be called to discuss the problem.  

• Any serious misbehaviour may result in suspension or expulsion from school. We trust however, 

that such occurrences will not arise.  

• If an issue requiring a meeting with parents following the tour arises, students may not be 

permitted to go on school tour again.  

 

Conclusion:  

In these rules and guidelines, the Principal and participating teachers have anticipated as far as possible 

likely problems and dangers that might arise. We wish however, to stress that normally we find that on 

our tours, our students are well behaved and have an enjoyable experience. 
 

We have been informed of the expectations regarding behaviour on the school tour to ____________.  

 

We have read the rules in the school tour policy on the school website and agree to adhere to them fully.  

 



 

CTI Clonmel, Raheen College and Gaelcholáiste Chéitinn Educational Tours Policy Page 23 of 24  
  

  

We are aware that any breach of this Code of Behaviour will result in parents/guardians being contacted 

and may result in a student being sent home at the expense of a parent.  

 

 

Signed: ______________________________________________________ Date: ___________________ 

Parent/Guardian  

 

Signed: ______________________________________________________ Date: ___________________ 

Student  
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Appendix 6: School Trip Checklist 

Before the Trip 

· [   ] Trip approved by Principal and/or Board of Management 

· [   ] Risk assessment completed and signed off 

· [   ] Venue and transport provider confirmed 

· [   ] Insurance coverage verified 

· [   ] Supervision ratio meets recommended guidelines 

· [   ] Staff roles and student groupings assigned 

· [   ] Emergency contact list prepared and distributed 

· [   ] Medical forms and dietary needs reviewed 

· [  ] Parent/guardian consent forms collected 

· [  ] Behaviour expectations communicated to students 

· [  ] Contingency plan for late return or emergencies 

· [  ] Staff briefed on duty of care and safeguarding protocols 

· [  ] First aid kit packed and designated first aider identified 

· [  ] Student list and attendance register prepared 

· [  ] GDPR/photo permissions reviewed 

 

During the Trip 

· [  ] Headcount taken at departure and arrival points 

· [  ] Buddy system implemented 

· [  ] Students supervised at all times 

· [  ] Staff carry emergency contact and medical info 

· [  ] Behaviour monitored and addressed promptly 

· [  ] Incident log available for any issues 

· [  ] Staff remain alert and avoid distractions (e.g. phones) 

· [  ] Students reminded of meeting points and safety rules 

 

End of Trip 

· [  ] Final headcount taken before departure 

· [  ] Students returned to school or collected by parents 

· [  ] Staff remain until all students are safely dismissed 

· [  ] Any incidents documented and reported 

· [  ] Debrief held with staff 

· [  ] Feedback gathered from students and staff 

· [  ] Trip evaluation completed for future planning 


