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Policy completion rubric
[bookmark: _heading=h.tj8c593l82nc]         The completion rubric below contains specific instructions and requirements to update this template based on your school’s unique operational needs.

	Policy section
	Completion instruction

	No.
	Detail
	

	Entire policy
	a) All information reflected in grey italics may/will require updating.
b) Add any policy information applicable to your school that is not already included in this policy.
c) Remove information that does not apply to your school.
d) This policy is geared towards schools in Gauteng. Update the various processes to reflect the specific regulations applicable to the province where the school is located.

	Cover page
	Insert your school logo.

	Policy footer
	a) Update the version number. Proper version control is a vital tool to ensure that the correct policy is in use at the school. 
b) Update the school’s name

	4
	Revision history
	It is critical to update this section, as it ensures that all users apply the correct version of the policy. Any amendments made to the policy must be reflected in this section.

	6
	Purpose of the policy
	[bookmark: _heading=h.gjdgxs]Update to reflect the school’s own objectives, if different from the information contained in this section.

	9
	Legislative framework
	a) Update this reference to reflect the specific provincial legislation that may apply.
b) Update this framework as soon as any laws and/or regulations change.

	21
	Protection of personal information
	a) If this information is dealt with in another policy, update the reference.
b) If this information does not appear in any other policy, expand it to include the requirements of the POPI Act.

	Annexures
	All forms in the respective annexures are based on the forms used by the Gauteng Education Department. Replace the forms with those used by the relevant provincial department.
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1. [bookmark: _Toc228975231]TITLE OF THE POLICY 
The Tours and Excursions Policy of name of school

2. [bookmark: _Toc228975232]EFFECTIVE DATE 
1 January 2024

3. [bookmark: _Toc228975233]DATE OF NEXT REVIEW 
1 April 2024

4. [bookmark: _Toc228975234]REVISION HISTORY
	Issue number
	Description of amendment
	Approved by 
	Date

	
1

	
New policy

	
SGB

	
November 2023




5. [bookmark: _Toc228975235]PREAMBLE
Any tour, whether international or domestic, forms a vital part of a child’s education process, and the aim is to equip all learners as best as possible to succeed as adults once their schooling is complete. Tours and excursions help learners be the best they can be once they reach adulthood.

The opportunity to tour must be available to all learners, irrespective of their race, colour, gender, religious beliefs and background, which is what this policy aims to achieve.

6. [bookmark: _Toc228975236]PURPOSE OF THE POLICY
6.1. The school governing body of name of school has developed this policy to help educators plan, budget for and organise school tours, as well as to select learners for tours and support their participation.
6.2. The purpose of the policy is to support learners’ educational, psychosocial and personal development through curricular and extracurricular activities offered by the school, including school tours, in order for learners to participate actively in community life.
6.3. The policy further sets out to:
(a) determine the process for planning, budgeting for and managing school tours;
(b) provide procedures for the selection of learners and educators for school tours and excursions based on criteria that do not unfairly discriminate against anyone, including learners who are unable to pay or have not paid school fees; and
(c) promote the safety of learners on school tours and excursions, including emphasising the duties of educators who accompany learners on such tours and excursions.

7. [bookmark: _Toc228975237]SCOPE OF THE POLICY
This policy applies to all educators, therapists, parents and learners at name of school who are involved in tours and excursions undertaken by or under the auspices of the school.

8. [bookmark: _Toc228975238]DEFINITIONS AND ABBREVIATIONS
8.1. DEFINITIONS
	No.
	Term
	Definition

	2
	the school
	Refers to name of school.

	3
	learner
	Any person registered or applying to receive education at the school. 

	4
	staff
	Any person who is employed at the school, including temporary appointments.

	5
	the Department
	The provincial education department.



8.2. ABBREVIATIONS
	No.
	Abbreviation
	Explanation

	1. 
	AGM
	annual general meeting (of parents)

	2. 
	GDE
	Gauteng Department of Education

	3. 
	MEC
	Member of the Executive Council (responsible for education in the province)

	4. 
	POPI Act
	Protection of Personal Information Act

	5. 
	SGB
	school governing body




9. [bookmark: _Toc228975239]LEGISLATIVE FRAMEWORK
This policy was compiled in accordance with the following legislation:
9.1. The Constitution of the Republic of South Africa, 1996
9.2. National Education Policy Act 27 of 1996
9.3. South African Schools Act 84 of 1996
9.4. Gauteng School Education Act 6 of 1995
9.5. [bookmark: _heading=h.17dp8vu]Employment of Educators Act 76 of 1998
9.6. South African Council of Educators Act 31 of 2000
9.7. Gauteng Regulations on Domestic and International Tours, 2012
9.8. Regulations for Safety Measures in Public Schools, 2001

10. [bookmark: _Toc228975240]EXCLUSIONS
The following activities/excursions are excluded from the provisions of this policy:
10.1. Individual learners representing the district, province or South Africa in any sporting or cultural events:
a) Parents’ special written consent must be obtained for such an event.
b) Parents must ensure that adequate supervision and assistance is available to the learner for the duration of the event.
c) The school may provide a teacher to accompany such learner, depending on the duration of the event, the destination, and the availability of school funds.
10.2. Individual learners who visit a commercial entity as part of the school’s work experience programme:
a) Parents’ separate written consent must be obtained.
b) Said commercial entity must be fully informed of the learner’s disability prior to such visit.
c) The parent, in collaboration with the commercial entity, must ensure that the learner receives any medication that may be required.

11. [bookmark: _Toc228975241]PLANNING AND BUDGETING
11.1. School
a) The SGB plans and budgets for school tours in the third term of the year preceding implementation, and presents the budget to the AGM in October of that year for approval.
b) The initial planning of tours/excursions commences:
i. at least six months prior to departure for domestic tours; and
ii. at least 12 months prior to departure for international tours.
c) The school shall only implement a tour/excursion plan once the plan and budget have been approved by the AGM and the district director (if applicable; see section 12 below).
d) Where costs have to be incurred to secure the most economical option for the school and its parents, and to secure bookings, the SGB shall obtain special permission from the Department for the tour/excursion concerned.
e) The annual budget of the school shall take into consideration the full costing of tours/excursions for the entire year, and the cost of school tours/excursions shall not be included in school fees.
f) The costing of tours/excursions is calculated on the basis of funds budgeted for as well as funds to be raised by the school for purposes of the tour/excursion, and does not include any anticipated voluntary contributions from parents towards tour costs. Nevertheless, parents are free to make voluntary contributions for learners who have been selected, but cannot afford the tour/excursion costs.
g) The nature of the activity determines whether a school tour/excursion is planned for weekdays, weekends or holidays. 
h) The school plans for day tours/excursions, tours/excursions per term, as well as international tours, where applicable. 
i) The school plans for academic tours/excursions as one-day events, while domestic tours for sporting or cultural activities are planned as weekday or weekend activities, including holidays.
11.2. The coordinator/organiser of the team or group planning to undertake a tour must obtain prior approval from the school principal and SGB. 
11.3. A comprehensive submission must be made, which must contain the following information, among others:
·       The objective/nature of the envisaged tour
·       Possible tour dates
·       Provisional tour programme
·       The planned route and end destination
·       Activities to be undertaken while on tour
·       The envisaged number of learners who will go on tour
·       Transport and accommodation arrangements
·       Information on supervisors
·       Tour budget
·       Financial implications for both the school and parents
·       Possible risks and concomitant action plans
11.4. Once a tour has been approved, the tour organiser must keep the relevant sports or cultural manager informed of any arrangements, and must provide such manager with copies of all tour-related correspondence addressed to parents/guardians.  
11.5. Learners may not miss more than one school day due to a tour. Tour organisers must also keep in mind educators’ prescribed classroom contact time when assigning educators to tours. 
12. [bookmark: _Toc228975242]APPROVAL BY DISTRICT DIRECTOR (if applicable)
12.1. GDE approval of tours/excursions shall take place as follows:
a) The district director only approves tours/excursions to be undertaken within the province and shall recommend tours/excursions outside the province to the Head of Department for approval. 
b) The Head of Department approves tours/excursions to be undertaken outside the province and shall recommend international tours to the MEC for approval. 
c) The MEC approves international tours.
12.2. [bookmark: _heading=h.1ksv4uv][bookmark: _heading=h.44sinio]The undertaking of tours/excursions is subject to the submission of an application to tour (see Annexure A) along with the necessary supporting documents to the district office of the Department at least three months prior to the planned departure date, for the approval of the district director. In special circumstances, the district director may allow a shorter application period. 
12.3. The school shall submit to the district director/Head of Department/MEC a final written list of all learners, educators, general assistants and other participants selected for the tour/excursion once approved.
12.4. The school shall seek approval for tours/excursions through the district director, who, in turn, ensures that the relevant approval is sought from the appropriate designated authority, and informs the school accordingly.
12.5. Should the school be dissatisfied with the reasons for the refusal of an application, the school shall lodge an appeal.

13. [bookmark: _Toc228975243]SPECIAL APPROVAL
13.1. [bookmark: _heading=h.z337ya]To obtain the best possible cost benefits and so reduce the cost of tours/excursions for parents and guardians, the school may be forced to start planning a tour/excursion that has not yet been approved as per section 12 above.
13.2. For such tours/excursions, the school and the SGB must obtain parents’ approval at a special meeting of parents, which may be a specific target group of parents/guardians, before planning may commence.
13.3. In such a case, the SGB must inform parents that any monies contributed to fund the tour/excursion (such as non-refundable deposits paid to suppliers to reserve a specific supply, e.g. accommodation) may be lost if the tour/excursion is not approved by the Department, even after lodging an appeal.
13.4. Once planning is at a point where the budgeted costs are close to being finalised and the group selection for the tour/excursion is known, the school may apply for approval from the district and GDE.
13.5. The SGB and the school must still reflect such tour/excursion in its annual budget for the year in which actual travel takes place.

14. [bookmark: _Toc228975244]MANAGEMENT OF SCHOOL TOURS/EXCURSIONS
14.1. [bookmark: _heading=h.1y810tw]	The school regards academic school tours/excursions as part of the school’s normal educational programme. Depending on the programme for the tour/excursion, academic school tours/excursions are undertaken during weekday afternoons or as a full one-day tour. 
14.2. Domestic tours/excursions for sporting or cultural purposes are mostly undertaken during weekends or holidays, unless the event occurs on a normal school day.
14.3. 	If possible, parents are notified in writing three months in advance, with all the logistical arrangements for the tour included.
14.4. For every tour/excursion, the SGB shall appoint a tour manager, who accepts overall responsibility.
14.5. Educators shall be appointed to accompany a tour/excursion on the following basis:
a) At least one educator accompanies every 20 learners (or part thereof).
b) In the event of a tour including both male and female learners:
(i) at least one male educator, or a male appointed by the school, accompanies every 20 male learners (or part thereof); and
(ii) at least one female educator, or a female appointed by the school accompanies every 20 female learners (or part thereof).
14.6. Depending on the disabilities of the learners in the group, the school shall increase the number of educators to accompany the learners on the tour/excursion.
14.7. Private assistants must accompany the respective learners on any tour/excursion. The costs of such assistants shall be for the parent’s account.

15. [bookmark: _Toc228975245]SELECTION OF LEARNERS FOR TOURS/EXCURSIONS
15.1. [bookmark: _heading=h.2xcytpi]	Every learner who is admitted to name of school is admitted to the full school programme, which includes all curricular, co-curricular and extramural programmes or activities offered by the school, including tours and excursions organised or approved by, or undertaken under the auspices of, the school.
15.2. [bookmark: _heading=h.1ci93xb]Learner selection shall firstly be determined by the grade/phase for which the tour/excursion is planned.
15.3. 	Name of school selects learners for school tours/excursions based on the principles of merit, redress, equity and representivity, including participation.
15.4. [bookmark: _heading=h.3whwml4]	No learner at name of school shall be unfairly discriminated against or excluded from selection for any school tour/excursion on any grounds, including the parent’s inability or failure to pay school fees.
15.5. Exclusion may take place on the basis of non-participation in the activity for which the tour/excursion is intended, or on any other fair basis.
15.6. 	A parent who intends to allow his/her child to participate in a tour/excursion is expected to pay for the tour only if the parent can afford to pay.
15.7. [bookmark: _heading=h.2bn6wsx]The provisions of this policy on tour fees and costs shall not apply to parents who are eligible for automatic and total school fee exemption in terms of the applicable legislation, including child-headed households.
15.8. Exclusion from a tour/excursion on medical grounds may only occur if the activities of the excursion/tour could endanger such learner’s life.

16. [bookmark: _Toc228975246]FUNDRAISING
16.1 [bookmark: _heading=h.3as4poj]The school’s fundraising committee is responsible for conducting the necessary fundraising activities per term.
16.2 If the tour management, parents/guardians and learners intend to have additional fundraising activities to fund some participating learners who cannot pay, or to fund part of the tour/excursion, such activities shall be arranged with the fundraising committee.

17. [bookmark: _Toc228975247]TOUR/EXCURSION COSTS
17.1. General
a. The tour/excursion manager must obtain a tour/excursion cost/budget form from the finance officer.
b. All tour/excursion cost items are to be completed.
c. The form, once completed, is to be returned to the school finance officer for validation of the overall tour/excursion costs and pricing.
d. Quotations from bus companies, airlines and accommodation establishments must be attached to the budget form.
e. The tour/excursion management must obtain three quotes for all-inclusive packages from travel agencies.
f. For domestic tours/excursions where airlines are to be used, quotes are to be obtained from three airlines.
g. The tour/excursion management is allowed to deviate from the procurement principles for a particular expense only if:
i. a particular service is supplied by fewer than three suppliers; or
ii. fewer than three suppliers responded to the request for quotes; and
iii. the deviation is approved by the principal and the SGB chair. 
b. Costing for the tour/excursion must include all staff and coaches who will be on duty for the duration of the tour/excursion. Such costs are to be borne by the selected tour/excursion party.
17.2. Funding of the tour/excursion
17.2.1. Excursions that form part of the school’s academic programme shall generally be funded by subsidies provided by GDE:
i. The school must obtain budgetary approval from parents and the district.
ii. The tour/excursion manager must still follow all processes in this policy.
iii. Approval must be obtained from the SGB.
17.2.2. The tour/excursion management is responsible for communicating with all parents/guardians regarding the funding of the respective learners.
17.2.3. The tour/excursion management and participants shall be responsible for any fundraising activities to help cover the tour/excursion costs.
17.2.4. The SGB and school management may obtain sponsorships to fund a tour/excursion.
17.3. Cancellation of tours/excursions
a. Should a tour/excursion be cancelled, monies paid by parents/guardians, less any non-refundable deposits, shall be refunded.
b. In the event of cancellation, any monies obtained via fundraising shall be kept in the school account for use by the relevant sporting code or cultural activity.

18. [bookmark: _Toc228975248]ROLES AND RESPONSIBILITIES
18.1. Tour management
a) The tour manager and every educator accompanying a tour/excursion are on duty for the entire duration of the tour and remain bound by all school codes of conduct or dress as may be determined by the SGB, as well as by all codes of conduct applicable to the teaching profession.
b) As far as is reasonably practicable, the tour manager and every educator accompanying a tour/excursion shall make every effort to:
(i) ensure learners’ safety at all times; 
(ii) supervise learners’ activities and enforce the discipline and safety rules of the tour at all times, and take appropriate corrective action whenever necessary;
(iii) ensure that all reasonable measures are taken to transport learners safely during the tour/excursion;
(iv) ensure that all learners are accommodated in the lodging specified in the tour/excursion itinerary;
(v) arrange for the safekeeping of travel documents such as passports, visas and inoculation certificates, as well as tour funds and learners’ valuables; 
(vi) remind learners to take their prescribed medication at the indicated intervals, where applicable;
(vii) contact the parent of a learner who requires medical treatment for an injury sustained or illness developed during a tour/excursion, to obtain consent for such treatment; 
(viii) determine whether or not to consent to the medical treatment if the learner’s parent/guardian cannot be reached;
(ix) along with the school nurse, ensure that sufficient prescribed medication is provided for each of the learners prior to departure; and
(x) manage the administration of medication to the relevant learners for the duration of the tour/excursion.

18.2. Parents/guardians
a) Parents/guardians must complete all necessary documents, including the consent form and medical questionnaire.
b) If a learner is on medication and will require such medication while on tour, the parent must –
(i) ensure that the learner has sufficient quantities of medication for the duration of the tour; 
(ii) complete the medical questionnaire – see Annexure B;
(iii) ensure that the school has updated information on any changes to the learner’s medication requirements; and
(iv) ensure that the learner and tour manager are in possession of the original doctor’s prescription.
c) Consent
Name of school shall require every parent of a learner who has been selected to join a tour/excursion to consent in writing to the learner’s participation in the tour, as well as to matters ancillary thereto, prior to the date of departure – see Annexure C.

19. [bookmark: _Toc228975249]INFORMATION TO PARENTS
The school shall provide the following information to the parent of every learner who has been selected for a tour/excursion:
19.1 [bookmark: _heading=h.147n2zr]	A copy of the invitation letter to participate in the tour/excursion, clearly stating the purpose of the tour/excursion, and when it is scheduled to take place
19.2 [bookmark: _heading=h.3o7alnk]The type of activities that the learner shall be engaged in, and the possible risks involved
19.3 [bookmark: _heading=h.23ckvvd]The full itinerary of the tour/excursion, with relevant contact details of participants, hosts and accommodation service providers
19.4 [bookmark: _heading=h.ihv636]	The names and contact details of the tour/excursion manager and other educators who will accompany the learners
19.5 [bookmark: _heading=h.32hioqz]	Transport and accommodation arrangements, and arrangements for set meals
19.6 [bookmark: _heading=h.1hmsyys]Required travel documents, such as passports, visas and inoculation certificates, and where they can be obtained
19.7 [bookmark: _heading=h.41mghml]Arrangements for the safekeeping of tour/excursion funds and learners’ valuables
19.8 [bookmark: _heading=h.2grqrue]Arrangements to ensure the safety of learners and educators
19.9 [bookmark: _heading=h.vx1227]	The discipline and safety rules for the tour/excursion, and the consequences of failing to comply  
19.10 [bookmark: _heading=h.3fwokq0]	Any other matters ancillary thereto
19.11 	A list of what to pack or bring

20. [bookmark: _Toc228975250]TOUR/EXCURSION REPORTING
20.1. Within two weeks of concluding the tour/excursion, the tour/excursion manager shall submit the following reports to the principal:
a) A tour/excursion report
b) A tour/excursion register
c) Any tour/excursion incident/accident reports
20.2. Within one month of concluding the tour/excursion, the principal shall submit the following reports to the SGB and the district director:
a) A tour/excursion report – see Annexure D
b) A tour/excursion register – see Annexure E
c) Any tour/excursion incident/accident reports – see Annexure F
20.3. The tour/excursion report shall contain:
a) a full statement of income and expenditure, indicating the funds derived from fundraising activities or sponsorships, the school’s contribution, a statement of how funds were spent, and a statement of any surplus or deficit;
b) an indication of how any surplus or deficit shall be dealt with;
c) an accident and injury report, if applicable; and
d) an account of any other serious incident, including acts of serious misconduct by learners or educators.
20.4. An accident and injury report shall include:
a) [bookmark: _heading=h.4f1mdlm]a description of any accident or injury;
b) [bookmark: _heading=h.2u6wntf]the date, time and place of the accident or injury;
c) [bookmark: _heading=h.19c6y18]the procedures followed in dealing with the accident or injury;
d) [bookmark: _heading=h.3tbugp1]the name of the educator(s) on duty at the time of the accident or injury; and
e) [bookmark: _heading=h.28h4qwu]how and when the accident or injury was reported to the parents/guardians of the learner concerned.

21. [bookmark: _Toc228975251]PROTECTION OF PERSONAL INFORMATION
Refer to the policy that deals with protection of personal information as defined in the POPI Act. 

22. [bookmark: _Toc228975252]SANCTION
22.1. Any misconduct during a tour/excursion shall be subject to:
a) in the event of misconduct by staff, disciplinary action according to the school’s Human Resource Policy/code of conduct for staff; and
b) in the event of misconduct by learners, disciplinary action according to the school’s code of conduct for learners. 
22.2. Over and above the disciplinary action contemplated in 22.1, the SGB and the principal may suspend a teacher/learner from participating in tours/excursions for a specified time.  
22.3. Depending on the nature of misconduct, a learner/teacher may be expelled from participation in future tours/excursions.



23. [bookmark: _Toc228975253]APPROVAL

	Recommended by:
(Principal) 
	




	
Signature:
	


	Date:
	

	Approved by:
(SGB chair) 
	




	
Signature:
	

	Date:
	

	Approved by institutional development and support officer/circuit manager
	
Name & surname:  _____________________________

Signature:  ___________________________________

Date:  ______________________

	Approved by district director
	
Name & surname:  _____________________________

Signature:  ___________________________________

Date:  ______________________








[bookmark: _Toc228975254]ANNEXURE A: APPLICATION FOR TOUR/EXCURSION APPROVAL

[image: ]

APPLICATION TO THE GDE FOR TOUR/EXCURSION APPROVAL

Note: 	This application form must be completed by the principal and the SGB of the applicant public school.

1) DETAILS OF SCHOOL
	1.1 
	District
	

	1.2 
	Name of school
	

	1.3 
	School EMIS number
	

	1.4 
	Name of principal
	



2) SGB CONTACT DETAILS
	
	SGB member
	Full names
	ID number
	Telephone/ cell no.
	Term-of-office expiry date

	2.1 
	Chair
	
	
	
	

	2.2 
	Secretary
	
	
	
	

	2.3 
	Treasurer
	
	
	
	



3) DETAILS OF THE TOUR/EXCURSION

	3.1
	Indicate the type of tour/excursion to be undertaken by making an X in the appropriate column.

	
	Within the province

(district director approval)
	To another province in South Africa
(Head of Department approval)
	International

(MEC approval)

	
	
	
	

	3.2
	Purpose of tour/excursion, and details of the planned activities (include a full itinerary)

	
	

	
	

	
	

	
	

	
	

	
	

	3.3
	General details of the tour/excursion

	
	Destination
	

	
	Departure date
	

	
	Return date
	

	
	No. of learners who will be undertaking tour/excursion
	

	
	Name of tour/excursion manager
	

	
	Contact details where tour/excursion manager may be reached during the tour/excursion 
	

	
	No. of accompanying educators
	

	3.4
	Details of accompanying educators, including contact details while on tour/excursion

	
	
	

	
	
	

	
	
	

	4.
	Details of funding arrangements for tour/excursion
	Amount

	
	4.1 Cost of school tour/excursion per person
	

	
	4.2 Travel
	

	
	4.3 Accommodation
	

	
	4.4 Catering
	

	
	4.5 Attire
	

	
	4.6 Competition costs
	

	
	4.7 Sundries
	

	
	Total:
	

	5.
	Support strategy for the tour/excursion, including fundraising activities

	

	

	

	

	

	

	

	6.
	Transport details for school tour/excursion (NB: The completion of 6.1 and 6.2 is compulsory when application is made.)

	
	6.1 Name of company and owner providing transport

	
	6.2 Roadworthy certificate(s):

	
	a) Date of issue 
	
	b) Expiry date
	

	
	6.3 Details of primary driver:

	
	a) Name of driver
	

	
	b) Driving licence number and code
	

	
	c) Expiry date of licence
	

	
	d) Expiry date of professional driving permit
	

	
	e) Company/vehicle owner’s insurance (name & policy number)
	

	
	6.4 Details of substitute driver

	
	a) Name of driver
	

	
	b) Driving licence number and code
	

	
	c) Expiry date of licence
	

	
	d) Expiry date of professional driving permit
	

	
	e) Company/vehicle owner’s insurance (name & policy number)
	

	
	6.5 Accommodation arrangements during tour/excursion

	
	6.5.1 Type of accommodation to be used
	

	
	6.5.2 Number of persons per room
	

	7.
	Copies of the following documents must be submitted:

	
	7.1 Details of learners undertaking tour/excursion
	

	
	7.2 A full itinerary
	

	
	7.3 Confirmation that signed consent forms have been received from the parents of participating learners
	

	
	7.4 Confirmation that completed medical questionnaires have been obtained from the parents of participating learners
	

	
	7.5 Approval from the relevant national sporting federation, where applicable
	

	
	7.6 A letter of invitation, where applicable
	

	
	7.7 Other (please specify):
	



	8.
	SIGNATURE OF PRINCIPAL AND SGB CHAIR

	
	Name of principal
	Signature
	Date

	
	
	
	

	
	Name of SGB chair
	Signature
	Date

	
	
	
	




9. DISTRICT DIRECTOR
9.1 Approval/recommendation (Make an X in the appropriate block)

	Tour/excursion approved
	
	Tour/excursion recommended
	

	Tour/excursion approved with                  
amendments
	

	Tour/excursion recommended
with amendments
	

	Tour/excursion refused
	
	Tour/excursion not recommended
	



	COMMENTS/AMENDMENTS/REASON FOR REFUSAL/REASON FOR NOT RECOMMENDING

	

	

	

	



9.2 SIGNATURE OF DISTRICT DIRECTOR
	Name of district director
	

	Signature
	

	District
	

	Date
	



10. HEAD OF DEPARTMENT
10.1 Approval/recommendation (Make an X in the appropriate block)

	Tour/excursion approved
	
	Tour/excursion recommended
	

	Tour/excursion approved with
amendments
	

	Tour/excursion recommended
with amendments
	

	Tour/excursion refused
	
	Tour/excursion not recommended
	

	
	
	
	

	
	COMMENTS/AMENDMENTS/REASON FOR REFUSAL/REASON FOR NOT RECOMMENDING

	
	

	
	

	
	

	
	



10.2 SIGNATURE OF HEAD OF DEPARTMENT

	Name of Head of Department
	

	Signature
	

	District
	

	Date
	



11. MEMBER OF THE EXECUTIVE COUNCIL
11.1 Approval/recommendation (Make an X in the appropriate block)

	Tour/excursion approved
	
	Tour/excursion recommended
	

	Tour/excursion approved with
amendments
	

	Tour/excursion recommended
with amendments
	

	Tour/excursion refused
	
	Tour/excursion not recommended
	



	COMMENTS/AMENDMENTS/REASON FOR REFUSAL/REASON FOR NOT RECOMMENDING

	

	

	

	



11.2 SIGNATURE OF MEMBER OF THE EXECUTIVE COUNCIL

	Name of MEC
	

	Signature
	

	District
	

	Date
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	1.
	School name
	

	2.
	Name of learner
	

	3.
	Date of birth
	

	4.
	Nature of tour/excursion
	

	5.
	Name of parent/legal guardian
	

	6.  
	Home address
	

	
	
	

	
	
	

	7.    
	Home telephone
	

	8.    
	Work telephone
	

	9.    
	Work address
	

	
	
	

	
	
	

	10
	Do you belong to a medical aid? (X)
	Yes
	
	No
	

	
	Fund name 
	

	
	Medical aid number
	

	11
	Name of family doctor
	

	12
	Telephone number
	

	13
	Is your child allergic to any food? (X)
	Yes
	
	No
	

	13.1  
	 If yes, specify:
	

	14
	  Is your child allergic to any medication? (X)
	Yes
	
	No
	

	14.1  
	  If yes, specify:
	

	15
	Is your child presently taking any medication?
	Yes
	
	No
	

	15.1  
	  If so, please give a detailed list of medication, and the prescribed dosage.

	
	

	
	

	
	






	Details of the person providing the information

	Declaration:
I understand that any personal information provided will be processed in line with the prescripts of the Protection of Personal Information Act 4 of 2013, and I hereby consent to the processing of this information by name of school.

	Relationship to learner
	

	Print name
	

	Signature of parent
	

	Date
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PARENTAL TOUR/EXCURSION CONSENT FORM
Note:	This form is to be completed by a parent/legal guardian/person acting in the capacity of a parent of the learner who will be undertaking a tour/excursion.
1.	DETAILS OF LEARNER
	1.1
	Name
	

	1.2
	Grade
	

	1.3
	School
	



2.	DETAILS OF THE SCHOOL
	1.1
	District
	

	1.2
	Name of school
	

	1.3
	Name of principal
	



3. 	DETAILS OF TOUR/EXCURSION
	3.1
	Destination
	

	3.2
	Purpose of tour/excursion
	

	3.3
	Proposed departure date
	

	3.4
	Proposed return date
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	I, __________________________ (parent/legal guardian/person acting in parental capacity), hereby consent to the learner above undertaking the tour/excursion, and confirm the following:

	4.1	I have been advised of and fully understand the purpose, nature and risks of the tour/excursion.

	4.2	I have been informed by the school of all the relevant details associated with the tour/excursion, including the itinerary, travel and accommodation arrangements, the contact details of the tour/excursion manager and other details.

	4.3	I understand that should the learner mentioned above be involved in an accident or sustain an injury, all reasonable steps will be taken by the tour/excursion manager to contact me to obtain my consent for any emergency medical treatment and/or surgery that may be required. Should the tour/excursion manager be unable to contact me, I authorise the tour/excursion manager to consent to any such treatment or surgery on my behalf.	

	4.4.  I have completed the medical questionnaire attached hereto to ensure the learner’s safety.

	4.5	I have been provided with a copy of the school’s discipline and safety rules that will apply to all learners undertaking the tour/excursion. 
4.6   I understand that any personal information provided will be processed in line with the prescripts of the Protection of Personal Information Act 4 of 2013, and I hereby consent to the processing of this information by name of school.



	Name of person
	Relationship to the learner
	Contact details

	
	
	
(Home)…………………………………………
(Work)………………………………………….
Cellphone………………………………………
Email……………………………………………
Fax………………………………………………

	
	
	
(Home)…………………………………………
(Work)…………………………………………
Cell p………………………………………….
Email………………………………………….
Fax……………………………………………



5.	DETAILS AND SIGNATURE OF PARENT/LEGAL GUARDIAN/PERSON ACTING IN PARENTAL CAPACITY 
	5.1
	Name
	

	5.2
	Capacity
	

	5.3
	Address
	

	
	

	5.4
	a) Telephone number 
	

	
	 b) Cell number
	

	5.5 
	Signature
	

	5.6
	Date 
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TOUR/EXCURSION REPORT
	A)
	ACCIDENT, MISCONDUCT, OR BREACH OF CONTRACT BY SERVICE PROVIDER

	1.
	Tick the relevant box to indicate whether the report relates to an accident, misconduct, breach of contract by a service provider, or a combination of these.

	
	1.1 Accident
	
	1.2 Breach of contract by service provider
	
	1.3 Misconduct
	

	2.
	Full name (plus grade, if it is a learner) of the person(s) (learner/educator/parent) involved in the accident, injured and/or responsible for the misconduct, in the relevant column. Put an (E) next to the name if it is an educator, and a (P) next to the name if it is a parent.

	
	Accident
	Misconduct
	Other

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	3.
	Provide the date, time and place of the incident, accident, injury or misconduct.

	
	Date
	Time
	Place

	
	
	
	

	
	
	
	

	
	
	
	

	4.
	Describe what happened and what procedures were followed in dealing with the incident, accident, injury or misconduct.

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	5.
	Name of parent(s) or educator(s) on duty at the time of the accident, injury or misconduct

	
	Parent(s)
	Educator(s)

	
	
	

	
	
	

	
	
	

	
	
	

	6.
	State how and when the accident and/or injury was reported to the parents of the learner concerned, and to the school principal.

	
	

	
	

	
	

	
	

	7.
	Briefly describe the quality of the accommodation and food during the tour/excursion.

	
	

	
	

	
	

	
	

	
	

	
	

	8.
	Did the tour/excursion achieve the outcomes that it intended to, and if not, what was not achieved, and why?

	
	

	
	

	
	

	
	

	
	

	
	

	9.

	Financial management

	
	Attach a full statement of income and expenditure, indicating the funds derived from fundraising activities or sponsorships, the school’s contribution, a statement of how the funds were spent, and a statement of any surplus or deficit.

	
	9.1 Indicate how any deficit or surplus of funds will be dealt with.

	
	

	
	

	
	

	
	

	10. 
	List any outstanding matters that need to be resolved, and clearly indicate by whom.

	
	

	
	

	
	



	11.
	Signatures

	
	Tour/excursion manager (TM), principal (P) and SGB chair (CH)

	
	Print name
	Signature
	Date

	TMM
	
	
	

	P
	
	
	

	CH
	
	
	



	SCHOOL STAMP
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TOUR/EXCURSION REGISTER
PART 1
	TOUR/EXCURSION REGISTER FOR THE PERIOD
	

	DISTRICT
	

	NAME OF DISTRICT DIRECTOR
	






PART 2
	No.
	Name of school
	Name of principal
	Purpose of tour/excursion
	Tour/excursion destination(s)
	Departure date
	Return date
	Name of tour/excursion manager
	No. of male learners on tour/excursion
	No. of female learners on tour/excursion
	Date of submission of tour/excursion report

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	No.
(should correspond with number above)
	Name of school
	Tour/excursion complied with regulations (Y/N)
	Comments
	A list of all learners on tour/excursion, as supplied by the school (Y/N)
	A list of all educators on tour/excursion, as supplied by the school (Y/N)

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	





PART 3
	List the details of claims made against the MEC, the Department or the school in connection with the tour/excursion, and the outcome of the claims.

	Name of school
	Nature of claim, and against whom it was made
	Outcome of the claim
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	Name of school:
	___________________________________
	District:
	_______________

	
	Details of tour/excursion:
	___________________________________
	Fax:
	_______________________

	
	Telephone:
	_______________________________________
	
	

	
	Name of tour/excursion manager:
	___________________________________
	Signature:
	__________________________

	
	Name of principal:
	___________________________________
	Signature:
	__________________________

	DATE
	TIME
	NAME OF THE VICTIM
	NAME OF THE PERPETRATOR
	WHAT HAPPENED?
	WHERE DID THIS OCCUR?
	ACTION TAKEN
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