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1. Purpose

Educational trips and visits extend learning beyond the classroom and support curriculum enrichment, personal
development, cultural awareness, Qatar national identity, wellbeing and teamwork. All trips must be purposeful,
inclusive, safely planned and appropriately supervised.

2. Regulatory position

In line with Circular No. 31 (2025), prior approval from the Department of Private School Licensing is no longer
required for school activities involving fees, provided the required regulations and procedures are followed. NIA
Smash will therefore use an internal Trips and Activities Committee approval process and maintain complete
records for monitoring and inspection.

e Participation in paid activities is optional and non-participation must not affect a student’s evaluation or
access to other free activities.

e The school must not make a profit from paid activities. Any discount or excess collected must be returned to
participating students.

e Provider quotations must be official, addressed to NIA Smash, identify the activity, show the price per
student, be dated within the relevant academic year and be stamped. The provider’s commercial registration
must cover the service offered.

e For school-provided transport, the additional transport fee must not exceed QAR 25 within Doha or QAR 30
outside Doha. Where an external transport provider is used, written parental consent to the proposed
transport fee is required.

e Parents must receive full disclosure of costs at least one week before a local/internal activity and at least two
months before an international activity. Parents may request to see the original quotation before consenting.

e A separate paid-activity file must be maintained for each paid activity, including quotation, final invoice,
participating student numbers, cost-per-student calculation and written parental consent.

3. Roles and responsibilities

Role Key responsibility

Trips and Activities Committee Approves the trip/activity before any parent
communication; checks purpose, suitability, cost and
compliance. The committee must have a chairperson
and at least three members.

Trip Lead Plans the trip, completes documentation, risk
assessment, class lists and staff briefing, and ensures
the trip is logged on the School Trips Tracker.

Section Leadership / SLT Checks curriculum/pastoral value, safeguarding,
staffing and operational arrangements.
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Role Key responsibility

Finance / Administration Checks quotations, cost calculations, payments,
invoices and paid-activity records; ensures no profit is
made.

School Nurse / First Aider Reviews relevant medical needs and medication
arrangements and supports emergency planning.

Accompanying staff Read and sign the risk assessment, actively supervise
students and follow the Trip Lead’s instructions.

4. Trip procedures

Step 1: Approval and tracker — Trip Lead submits the proposal to the Trips and Activities Committee. Once
approved, the trip is entered on the School Trips Tracker. No communication or collection of money may begin
before approval.

Step 2: Costing and provider checks — Obtain an official quotation and verify the provider/service. Complete the
Fee Activities and Trips Pledge Form. Calculate the exact cost per student; no profit may be added.

Step 3: Planning and risk assessment — Complete the Trips Risk Assessment and, where appropriate, a
preliminary venue visit/venue check. Identify medical, safeguarding, transport, accessibility and AESN needs.

Step 4: Transport — Complete the Bus Requisition Form. Confirm suitable transport, seat belts, timings, routes and
supervision. External transport fees require written parental consent.

Step 5: Parent information and consent — Send the trip letter/information and Parent Trips and Activities Pledge
Form. Clearly state purpose, date, timings, venue, transport, dress/equipment, cost and relevant expectations.
Allow at least one week for local/internal activities and two months for international activities.

Step 6: Final preparation — Complete the Trip Class Form; confirm student numbers, emergency contacts, medical
information, staff allocation and first aider. Check all consent forms and payments. Brief staff and students.

Step 7: Day of trip — Take the signed risk assessment, class lists, emergency contacts, first aid kit and required
medication. Complete headcounts before departure, on arrival, at transition points and before return. Seat belts
must be worn. Staff maintain active supervision throughout.

Step 8: Incidents and safeguarding — Follow school safeguarding and emergency procedures. Provide first aid
where required, inform SLT and parents as appropriate, and complete the Incident Report Form for any significant
incident/accident.

Step 9: Post-trip — Complete the School Trip Evaluation Form and gather Student Trip Feedback where
appropriate. Reconcile final invoice/receipts against amounts collected, refund any difference where required,
and file all records. Update the tracker as completed.

5. Supervision, safety and conduct

Staffing must reflect the age, needs, behaviour, activity and risk level of the group. The following NIA guidance
from the existing trips policy should normally be used, with additional adults where the risk assessment requires
it:

Phase Guidance ratio
EYFS 1:6

Years 1-3 1:10

Years 4—6 1:15

KS3 1:20

KS4-5 1:25
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Phase Guidance ratio

Overseas trips (Years 5-13) 1:6

e A designated First Aider and first aid kit must accompany each trip. Relevant medication and medical
information must be available.

e Students should normally wear school uniform unless the activity requires alternative suitable clothing.

e Seat belts are mandatory on buses. Students must follow staff instructions and school behaviour
expectations.

e Students whose behaviour presents an unmanageable safety risk may be excluded following individual risk
assessment and consultation with SLT and parents. Decisions must be fair, proportionate and consider
reasonable support or adjustments.

e Safeguarding concerns must be reported immediately in accordance with the school Safeguarding and Child
Protection Policy.

6. Paid activities: financial controls and records

For every paid trip/activity, Administration/ Trip Committee must keep a separate, organised file available on site
for review. It must contain, as applicable:

e Trips and Activities Committee approval / Fee Activities and Trips Pledge Form
e official provider quotation and relevant provider details

e cost-per-student calculation and number of participating students

e parent information and written consent

transport quotation/fee consent where applicable

final invoice and receipts

record of income and expenditure

evidence of any refund where the final cost is lower than the amount collected
e risk assessment, class form, incident reports and trip evaluation

7. International trips

International trips require enhanced planning, safeguarding and financial checks. Parents must receive full cost
disclosure at least two months in advance. Quotations must be from official entities/companies in Qatar or the
destination country (or an authorised intermediary for multi-country organisations). The Trip Lead must also
ensure appropriate insurance, travel documents, emergency arrangements, parent/student briefings, a trip-
specific code of conduct and an overseas risk assessment. NIA guidance does not permit F1-Year 4 students to
participate in overseas trips.

8. Monitoring and review

The Trips and Activities Committee will monitor the School Trips Tracker, paid-activity files, risk assessments,
incidents, trip evaluations and student feedback. Any concerns or non-compliance will be addressed before
further activities are approved. This policy will be reviewed annually and whenever MOEHE requirements change.
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Appendix 8: Incident Report Form

Appendix 9: Student Trip Feedback Form
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Appendix 1: Fee Activities and Trips Pledge Form
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Appendix 3: Parent Trips and Activities Pledge Form
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Risk Assessment

Trips

Appendix 4
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Appendix 5: School Visits and Monitoring Form

Newton International Academy, Smash

Date:

School Visits Bus Monitor Form
Termn 2026-2027

Venueﬂ

Class:

Student names

School Pick Up

Venue Drop-off

Venue PFick Up

School Drop Off

Checked by: Ieacher:

Bus Coordinator:

SMT:
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Appendix 6: Trip Class Form

Dates:

Trip Venue:
Trip leader name and mobile number:

MNare Going on the trip Abzent Visiting Class

Teachers,/ TAs

Mumber of children on trip —

- Emergency first aid kit is stocked and carried by (name)

= Children with SEM to be accompanied by TAs

- Children walk in pairs and adults sre to be located at regular intervals slong the lime. Name of
people |eading line and at the back.

- Children with medical requirements asthma etc. ([names/s)

lMediczl resources far this child/ren to be carried by —
= All buses used for the trip must have zeatbelts and children should use them

Photocopy this and hand it to reception before you leave!
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Appendix 7: School Trip Evaluation Form

Newton International Academy, Smash

wanLnewtonschools.sch.ga

dm intermaliomal coman maity of Aearmsrs siriving for excellence and cefebroting Sudces
FIELD TRIP EVALUATION FORM
Teacher f Teachers: schoolfClassear Group:
Trip Date: Destination:

Purpose of Trip:

on 2 Scale of 0-10 (1 B=ing minimal to 10 being cutstanding) Rate How Well the Targeted Learning Objectives
wiere achisved by this Figld Trip [circle / highlight responsz)

o i 2 3 4 5 =] 7 ] 9 10

Comments:

wiould You Recaommend this Field Trip for Students in the Future (circle response)

YES MO
Comments:

are there any Changss that Should be Made to this Field Trip's Kinerary in the Future;

Please Sign and Retwrn to Your Building Administrator

Signature Date:
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Appendix 8: Incident Report Form
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Appendix 9: Student Trip Feedback Form

Newton International Academy, Smash r 3}

www.newtonschools.sch.aa ~.
An internotional community of fearners striving for excelience and cefebrating suocess L

Ktudent Trip Feedback Form

Trip Mame:
Date:
Student Name |optional):

Class:

1. what did you enjoy most about the trip?

2. What did you learn during the trip?

3. Was the trip well organized?
O ves O Mo O Mot sure
If no, please explain:

4, How did you behave during the trip?
[ Excellent O Good [0 Meeds improvemsnt

5. How did athers behave during the trip?
[ Excellent [ Good [0 Meeds improvemsnt

6. What could be improved for future trips?

7. Would you like to go on a similar trip again?
O ves O Mo

additional comments:

Thank you for your feedback!
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