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Introduction: 

Educational tours serve to significantly enrich the academic curriculum as taught in school and 

the social and personal development of students. There is a need to ensure such visits are 

carefully planned to provide a safe and effective learning experience for students. 

 

Aims and Objectives:  

 

• Ensures alignment with educational goals and learning objectives. 

• Prioritizes the health and safety of all participants. 

• Minimizes exposure to hazards and eliminates unnecessary risks. 

 

Overview:  
 

● We offer a range of educational visits and other activities on a regular basis. Attendance 

for these field trips are optional for all students. 

 

● For local and regional visits, parents are asked to sign a consent form in advance and 

submit it to the class teacher. 

 

● Charges for school activities: All in-school activities during school hours are free of 

charge. 

 

● School activities support and enrich the learning experience. There are also a number 

of people who visit the school to support our work. Some visits are targeted towards 

specific class-level learning, while others involve the entire student body. 

 

● For each subject in the curriculum, there is a corresponding programme of activities, 

including visits by specialists. All these activities are in line with guidance published 

by the KHDA: 

 

o English – Book fairs, author’s visit 

o Science – Use of school grounds, visits to botanical gardens, planetarium, zoo, industries 

and STEAM activities in the STEAM Lab.  
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o Mathematics – Math activities in the STEAM Lab/Math Lab. 

o History –Visits to local museums; Heritage Sites.  

o Geography – Use of the locality for fieldwork and visits to universities. 

o P.E. – Sporting fixtures, extracurricular activities, visits by specialist coaches 

o Music – Specialist music teaching, extra-curricular activities 

o ICT – Presentations and projects by students. 

o Career Fairs 

 

Guidelines for undertaking School Tours: 

 

Proposals for School Tours  
 

A full schedule of events is planned and approved at the beginning of the school year. For 

foreign tours, a minimum of six months' notice is required. 

 

1. Approval of Proposal  

 

The proposals are approved by the School Management, subject to recommendations by line 

managers.  
 

In granting approval, consideration will be given to: 

 

● Compliance with KHDA criteria. 

● Number of events scheduled. 

● Timing of the event and its effect on other school activities. 

● Suitability of travel and accommodation arrangements. 

 

2. Team Leader  

 

One teacher or administrator working in the school is in-charge of the tour and ensures it is 

conducted in accordance with agreed standards. 
 

Pupil/Teacher Ratio  

 

The ratio of pupils to teachers depends on several factors: 

 

• Age and maturity of the pupils. 

• Availability of additional adult supervision. 

• Duration of the tour. 

• Nature of the activities planned. 

 

3. Cost/Finances  

 

The overall cost of the tour is agreed with school authorities in advance. It takes into account 

the ability of pupils to pay and confirms to the accounting practices of the school. A full account 

of income and expenditure is presented to the Management. 

 

A briefing is held with parents in advance to ensure they are fully aware of the activities and 

itinerary, as well as to address any specific needs of their ward. 
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4. Rules of Behaviour during Tour  

 

A code of behaviour during the tour for pupils is drawn up in advance and communicated to 

pupils, parents and teachers. It will specifically address: 

 

● Participation in tour activities 

● Behaviour during leisure time. 

 

5. Contact Information  

 

The contact number of the respective Tour In-Charge is provided to parents to contact during 

the trip. 

The Tour In-Charge maintains the following contact information:  

 

● A list of those taking part in the tour along with their contact details.  

● Telephone numbers of school leaders. 

 

6. Professional Responsibilities of Staff  

 

All staff travelling on the tour is collectively responsible for ensuring that:  

 

● They always behave in a professional manner.  

● They cooperate with their colleagues to ensure success of the tour.  

● They share responsibility for student supervision. 

● A student-to-teacher ratio of 10:1 is adhered to throughout the trip. 

 

7. Ensure Adequate Safety for Students 

 

The Tour In-Charge is sensitive to students’ cultural and religious requirements (e.g. diet, time 

provided for prayer and other religious requirements, places of visits etc.) 

 

Field Trip Risk Assessment: A risk assessment is conducted to identify potential hazards 

associated with the trip. The assessment report is shared with the relevant teachers to outline 

preventive measures, ensuring a smooth and safe experience. 

 

8. Reporting Back  

 

The Tour In-Charge is required to report to authorities about:  

 

● The achievements of the tour. 

● A financial statement. 

● Any difficulties or problems encountered during the tour.  

 



4 
 

 

 

 

 

9. Notice to Parents 

 

Notice is given to parents outlining:  

 

● The objectives of the tour. 

● The rules of behaviour to be obeyed by their wards. 

● A signed consent form by parents is a prerequisite for participation of students, along 

with permission to act in loco parentis in all situations, including a medical emergency. 

 

10. International field trips 

 

The school ensures that all students traveling on international trips have the necessary travel 

insurance. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 


