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INTRODUCTION 
School excursions form a very valuable part of the school program. They provide learners with a variety  
of educational experiences outside the formal classroom setting. These opportunities, which 
encourage learning from the wider community, enrich their learning and broaden their world view. 
Amedeo School therefore supports the active involvement of staff and learners to participate in well - 
planned off school site activities which are integrated with the learning programs. All activities 
conducted outside the relatively protective environment of the school site involve great risk. 
Therefore, particular attention must be given to ensure the safety and welfare off all excursion 
participants. 
 
GENERAL LEGAL CONSIDERATIONS 
POPIA legislation with regards to confidentiality to be always adhered to. 
Duty of care is the most important legal consideration when an excursion/trip is planned. Teachers 
are acting in the place of the parent (loco parentis) and are therefore expected to act like diligent and 
sensible    parents. The duty of care owed to students applies whether the school excursion is held 
during school hours, after school, on the weekend or during school holidays. Thus, teachers undertaking 
the responsibility for school excursions and educational visits are legally responsible for the learners in 
their care throughout  the entire duration of the trip. 
 
When an unofficial trip or, in other words, an activity not organized by the school, is undertaken 
voluntarily  by a teacher, it should be made clear to the parents that the school can accept any 
responsibility for learners’ safety. Teachers should therefore avoid unofficial trips and obtain the 
necessary approval from the school  and educational authorities. 
 
If a student is injured during an outing, it is firstly necessary to prove that there was a duty of care and 
that  there was a breach in this duty by the teacher which did, in fact, cause the injury. A breach of 
duty of care is when one party fails to conform to the standard of care required by another. 
 
Secondly negligence needs to be established through two important principles. The first principle, 
reasonable foresight, is the ability of the teacher to “reasonably foresee” dangers or risks which may 
cause  harm or injury to the learners in their care. The second principle assumes that the teacher will 
take “reasonable precautions” to prevent harm and injury. However, teachers cannot anticipate every 
possible  dangerous situation and therefore South African courts recognize that an injury can happen 
because of defective equipment or premises that were apparently safe and beyond the control of the 
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school and teachers in charge. 
 
PROCEDURES 
When excursions are planned, the following steps must be followed: 
Step 1: The principal must authorize a teacher to oversee an excursion. 
Step 2: The teacher-in-charge must prepare the Excursion Information sheet, Annexure A for the 
proposed trip 
Step 3: The principal must approve this information sheet. 
Step 4: The teacher-in-charge must establish an excursion committee to be involved in the planning of 
the trip. 
Step 5: The excursion committee must complete a checklist, which contains the following: 

Risk assessment 

• Supervision strategies 

• Information letter to parent and indemnity form 

• Emergency response plan 

• Briefing of learners and supervisory team members 

• Covid Protocols (Dependent on current government regulation/stage) 

Step 6: The teacher-in-charge must send out information letters and indemnity forms, to parents. 
 
ASSESSMENT OF RISKS 
Assess The Environment 
The excursion committee must determine the suitability of the venue, relative to the learners’ skills 
and experience, the planned activities, the supervision required, and the necessary facilities needed 
(e.g., toilets; a suitable eating area etc.). The venue for an overnight stay must comply with health and 
safety standards. 
Assess The Transport Arrangements 
The excursion committee must ensure that: 

• Arrangements for the safe transportation of excursion participants have been made including 

allocating at least two educators and two parents to each bus. 

• All arranged transport must be roadworthy and be fitted with safety belts 

• The consent form indicates the details for transporting learners to and/or from the 

school/venue(s). 

• A nominated member of the supervisory team must acknowledge the arrival and approve the 

departure of a learner where parents/guardians make their own transport arrangements to 

and/or from a venue. 

• A nominated member of the supervisory team must be satisfied that appropriate arrangements 

are in place when a learner is required to leave an excursion prior to the scheduled time. 

• The use of private and commercial vehicles must comply with the requirements of the current 

Road Traffic Act. 
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Assess The Learners’ Capacity 
The excursion committee must: 

• Be satisfied that the excursion activities do not exceed the skill level of learners. 

• Be aware of learners’ health care needs. 

• Reassess learners’ capacity if any circumstances surrounding the excursion activity change. This 

includes any change in the condition of the environment, or in the medical fitness (e.g., 

conditions  such as asthma or epilepsy) or capacity of the learners who are to undertake the 

activity. 

• Arrange alternative activities or extra support for those learners that do not have the prerequisite 

skills for the planned activity. 

• Consider cultural requirements; and 

• Make alternative arrangements for any learners not participating in an excursion. 

 
Assess The Skills of The Trip Supervisors 
Each excursion must have a supervisory team. There must be at least one teacher for every 20 learners.  
The trip/excursion committee must ensure that the supervisory team have appropriate experience, 
correct supervisor to learner ratio, knowledge, and skills to identify and manage potential risks at any 
stage during an excursion. 
Collectively, the supervisory team must have the skills to: 

• Identify a safe activity environment. 

• Render emergency care. 

• Monitor and respond to weather and environmental conditions before and during excursion 

activities 

• Monitor and assess the physical well-being of the learners. 

 
ESTABLISH SUPERVISION STRATEGIES 
Supervision strategies determined by the supervisory team, must ensure that the safety and well-being 
of learners is always maintained. It must address the circumstances where the learners are not in clear 
view of the supervisor(s). 
Supervisory requirements for an excursion must be considered in accordance with the: 

• Age of the learners. 

• Experience and ability of the learners. 

• Learner’s medical conditions or disabilities. 

• Type of activity to be undertaken. 

• Nature of environment 
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The teacher-in-charge must decide on a suitable system(s) of identification for excursion participants. 
Systems for identifying learners include the wearing of: 

• School shirts 

• Uniforms 

• School hats 

• Name tags 
 

PROVIDE INFORMATION AND SEEK CONSENT 
Parent/guardian consent is required for all excursions. Information must be provided to 
parents/guardians to enable them to make informed decisions about their children’s participation in 
an excursion. 
This information must include: 

• The purpose of the excursion. 

• Date(s). 

• Time of departure and arrival, duration. 

• Activities to be undertaken. 

• Location of activity. 

• Learners contact arrangements during the excursion. 

• Transport arrangements. 

• Cost. 

• Supervision to be provided (staff/child ratio). 

• Staff action in case of an accident, injury, or illness. 

• Special clothing or other items required. 

 

This also provides them with the opportunity to exclude their children and helps to protect school 
personnel because parents have been made aware of the nature of the excursion. While written consent 
is  necessary, it does not indemnify the school nor relieve supervisors of their duty of care 
responsibilities. 
 
EMERGENCY RESPONSE PLANNING 
The trip/excursion committee must develop or obtain a response plan that will ensure the safety and 
welfare of the group or of a casualty during any emergency. Learners and supervisory team members 
must understand the emergency procedures, including emergency signals. 
The response plan must include ready access to: 
the evacuation procedures of a building and, where appropriate, the location of emergency               
equipment 

• A communication method that will be employed (i.e., fixed telephone, mobile telephone, 

satellite                phone or radio). 
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• A list of the names of participating learners and their parents/guardian contact telephone  

numbers. 

• The health care forms of learners. 

• Relevant health information of supervisors; and 

• A list of emergency numbers for appropriate medical care. 

All excursions must be accompanied by a member of the staff who has undertaken first aid training. 
And an appropriately equipped first aid kits must be taken with on all excursions. 
 
BRIEF LEARNERS AND SUPERVISORY TEAM MEMBERS 
All relevant information must be clearly communicated to learners and the supervisory team members 
prior to or during a trip/excursion. Topics that must be included are: 

• Emergency procedures. 

• Methods of communication. 

• Appropriate use of equipment. 

• Roles of supervisors 

• The system for identifying learners and supervisors; and 

• Standards of acceptable behaviour. 

• Covid Protocols – In line with current Government regulations 
 

DISCIPLINE 
Students must always behave appropriately on excursions to ensure the safety of both learners and 
the supervisory team. The following must be taken in account: 
Teachers are responsible for learners (loco parentis) on excursions and have the usual authority to 
discipline  learners. 
The school rules/ code of conduct are applicable 24 hours a day during a school trip. 
Additional rules that are specific to the excursion may be applied. 
The actions taken against learners who violate these rules must be acknowledged and understood. 
In the case of a learner committing a serious misdemeanor, the teacher-in-charge must call the 
principal  immediately, so that a decision may be made as to what steps should be taken. 

 
 
 
This policy will be reviewed and updated every two years – updated 22/08/2022. 

 
 
 
Dougie van der Westhuizen 

Director / Principal / Information Officer 
dougie@amedeo.co.za 


