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Introduction

Stonyhurst International School Penang is strongly committed to learning outside of the
classroom walls. We believe that the value added of these activities far exceeds the inherent
risks. Thus, safely managed educational visits with a clear purpose are an indispensable part of
the broad and balanced curriculum we offer.

Throughout the school year, staff at Stonyhurst International School Penang undertake
numerous activities that occur away from the school site, often beyond school hours. The
organisation of all educational visits follows current best practice guidance.

Purpose

[t is important that any educational visit, camp or overseas trip is carried out in a calm, happy
and secure environment; that staff and pupils feel confident in the safety procedures in place
and that they fully understand the parameters of the trip. The learning experience, however,
must remain the primary focus.

Aims and Objectives

1. Developing Key Skills
o Applying knowledge in varied contexts
o Cooperation and communication
o Initiative and independence
o Risk awareness
2. Raising Achievement
o Enhancing self-esteem and motivation
o Positive attitudes to learning
o Promoting responsibility
3. Social Education and Citizenship
o Teamwork, tolerance, values
o Voluntary service and civic understanding
4. Sustainable Development
o Environmental appreciation
o Interdependence and future impact
5. Health and Fitness
o Positive leisure and active lifestyles
o Self-respect and adversity coping

Scope of Activities

At any time pupils are ‘off-site’, they are considered to be on a school trip or educational visit.
This includes:

Fixtures and sports tours
Museums and cultural visits
Residential and overseas trips
Local community work



e Extracurricular programmes (skiing, golf, etc.)
Outline of the School's Process and Procedures

Roles and responsibilities of key personnel
Approval, training, and supervision expectations
Evaluation of providers, risk assessments

Health and safety, transport, social media
Communication, consent, and emergency procedures
Monitoring and incident reporting

Training and Induction

New staff receive policy orientation. Specialist training (e.g., First Aid, Child Protection) is
provided as needed.

Risk Assessment
Group Leaders will:

e (Conduct pre-visit risk assessments
e Review external provider policies
e Submit findings for approval

Volunteers

e Regular Volunteers: Must undertake Child Protection training
e Occasional Volunteers: Must remain in line-of-sight of trained staff

Emergency and Safety Procedures

Defined emergency contact protocol

First Aid procedures

Medical condition reporting and medication plans
Incident logging in iSAMS

Behaviour and Expectations

e Students represent the school and must adhere to conduct standards
e Behaviour expectations are aligned with the school’s Behaviour Policy

Inclusion

e Trips should be accessible to all students regardless of ability, background, or religion
e Safety and logistical feasibility are key in determining participation

Approval Procedure



e Managed by Assistant Head Pastoral and CCA Coordinator
e Group Leaders must submit full documentation for approval

Group Leader Responsibilities

Plan and oversee all trip logistics

Conduct risk assessments

Ensure parent communication and consent
Organise transport and medical arrangements
Must carry an emergency phone.

Pupil Responsibilities

e Follow school expectations
e Understand safety protocols and responsibilities
e Alternative arrangements may be made for non-participating pupils

Supervision and Ratios

e Maximum ratios:
o 7:1 for EY Junior School trips
o 10:1 for Year 1 and above

e Ratios may be reduced based on risk

School Trip Insurance

All trips are covered by appropriate school travel insurance. Details are included in the trip risk
assessments. Any activities that need additional or alternate insurance will be clearly indicated
to parents prior to taking place.

Safeguarding Children

e Aligned with the school’s Safeguarding and Child Protection Policy
e (lear lines of communication with staff and external agencies
e (Child rights awareness is encouraged

Data Protection

e Teachers will be required to take pupil and parent data on the trip

e Data will be destroyed after the event

e Pupil names and passports will be shared with external trip organisers

e Parents can see the external trip organisers' data policies on request
Transport

e Only approved transportation providers are used
e Staff vehicles must be insured for business use



Related School Policies

Child Protection and Safeguarding Policy
First Aid Policy

Health and Safety Policy

Risk Assessment Policy

Incident Report Form

Behaviour Policy

16. Trip Funding and Financial Responsibilities

Stonyhurst International School Penang is committed to transparency regarding the financial
expectations related to educational visits and trips.

16.1 Inclusion of Trip Costs

Unless otherwise stated, educational visits and trips are not included in the school tuition fees.
Trip costs are borne by parents/guardians.

16.2 Categories of Trips
Trips fall into the following categories:

e Curriculum Trips: Support main subjects and service learning. If not attending, pupils
must stay at home as supervision may not be available.

e Sports Fixtures/Competitions: May be partially subsidised (e.g., transport) at the
school’s discretion. The school does not fund residential competitions and tours.

e Residential Trips: Optional. Alternate activities may be offered on-site, but the activities
will not reflect the standard curriculum or class groupings.

16.3 Pricing and Payment Terms

e All trip prices are approximate, subject to exchange rates and attendance.
e Feesinclude costs for both pupils and accompanying staff.
e A contingency amount is included. It may be used for:

o Additional in-trip expenses

o Post-trip class activities

o Orrefunded (if over MYR 100 per pupil), minus any bank charges

16.4 Refunds and Commitments
Once a parent has committed to a trip:

e Payments are considered final due to group booking arrangements.
e Refunds are unlikely but will be evaluated on a case-by-case basis.
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