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An International Community of Learners, Striving

Our Vision
An international community of learners striving for excellence and celebrating
SUCCESS.

Our Mission

We aim to provide the highest quality of education possible for our students of all
abilities. In doing so, we aim to positively encourage each student to achieve
academic excellence, enjoy creative diversity, develop critical thinking skills and
become lifelong learners and responsible citizens.

To achieve this, we will provide a diverse education in a safe, supportive
environment that promotes self-discipline and motivation. We will provide and
maintain a calm, trusting and caring atmosphere where teaching and learning are
meaningful and developed. We will work in partnership with our staff, students,
parents and wider community to achieve our vision.

Aim of Policy

School trips are an essential part of our holistic education approach. They
provide meaningful opportunities for students to:

Enhance and apply learning from the classroom in real-world settings.

Develop social, emotional, and interpersonal skills through teamwork and shared
experiences.

Build awareness of environmental and sustainability issues through direct
engagement.

Celebrate achievement and encourage positive behaviour through reward-based
experiences.

Newton Group Values
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At Newton International Academy Barwa, we believe that learning extends far
beyond the classroom walls. Our educational visits and trips policy is desighed to
enrich the curriculum, promote holistic development, and foster personal,
cultural, and academic growth for every student. We are committed to providing
students with engaging, real-world experiences that:

e Bring curriculum content to life.

e Cultivate independence, resilience, and social-emotional skills.

e Deepen cultural awareness and celebrate Qatar’s heritage.

e Promote positive wellbeing and teamwork.

e Reflect our school’s vision of developing confident, creative, and critical
thinkers.

We view every trip as a purposeful extension of the classroom and an opportunity
to showcase our school positively in the wider community.

Trip allocation guidelines:

Recreation
10% Qatar identity

Cultural Awareness
20% i

Curr

ulum
50%

Trip organisation guidelines:

. Documents . Preparation 1
Month All required documents, Week Collect the funds from Day
Before including the trip letter, Before Genelie and confirm the After

risk assessment and arrangements with the
RECCI must be submitted venue

to the line manager.

2 O2 Y Ay O D O D O 2

Ministry Organisation Photographs
Arrange transportation, After the trip add photos
Ap p rova" submit all funds to and a blurb to a
Ministry approval Genelie, and complete 1 document and send it to
must be secured at the trip approval form Day Ansonet for Social Media
least one month prior Before

to the trip
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Educational Trips and Visits Timeline:

Additional trip approvals 1
month prios

All confirmations in place 4 A
by 1 September | ]

SLT Sign OFf andd
submissson to MOENME 21
June

Submissions for trips
handed in by 14 June for
following year

Educational trips are planned with clear learning objectives, risk assessments, and
inclusive practices in place. The following procedures ensure consistency, safety, and
high standards:

Planning and Approval

e Teachers propose trips at least two weeks in advance through their Team Leader
for SLT approval.

e Ministry of Education (MOEHE) trip approvals must be submitted at least one
month in advance.

e A detailed parent letter is sent a minimum of one week before the trip, outlining
costs, purpose, and logistics.

e All permission slips are securely filed in the School Trip Folder.

Trip Preparation:
Risk Assessments are completed and signed by all relevant staff.
Social stories or pre-teaching materials are prepared for EYFS and AESN students.

Appropriate staff-to-student ratios are maintained:

EYFS: 1.6 (for students 4 years and younger)

Y1-3:1:10

Y4-6:1:10

KS3:1:13

KS4-5:1:13

Overseas and camping trips: 1:6 for Year 5 - Year 13 (Students from F1 - Year 4 are not
permitted to participate on overseas and camping trips.)

All trips include a designated First Aider and bring a First Aid Kit.

Staff carry school emergency contacts and mobile phones at all times.

Students with medical conditions are supported through collaboration with the
school nurse or an accompanying guardian, if necessary.
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Conduct and Expectations

All students wear full school uniform; staff follow the professional dress code.
Behaviour expectations are high, and students whose behaviour may pose a risk may
be excluded from trips following consultation with SLT. On the bus, seat belts are
mandatory, and noise must be kept to a minimum for safety.

During the Trip

Teachers carry the Risk Assessment, class list, emergency contact details, and
school numbers. Attendance is recorded on SIMS and on a fire register. Any
safeguarding concerns or incidents must be immediately reported in line with school
policy. Serious incidents are managed with first aid, SLT notification, and parental
contact as needed.

Post-Trip Requirements

Incident/Accident forms are completed where necessary.

A short trip write-up and photos are sent to Ms Ansonet for social media.
A team reflection or debrief is encouraged to evaluate the trip.

Trip documentation is submitted to Admin or the Deputy Head, including:

Signed Risk Assessment
Parent Permission Slips
Incident Reports
Post-Trip Evaluation

Effective implementation of this policy ensures:

1.Curriculum Enhancement
o Every trip is clearly linked to learning outcomes and curriculum objectives,
reinforcing content through hands-on experiences and deeper engagement.
2.Character and Personal Development
o Students gain critical life skills including resilience, teamwork, empathy, and
independence—skills essential for success in a globalised world.
3.Cultural Awareness and National Identity
o Trips are designed to foster pride in Qatari heritage while also exploring wider
global contexts.
4.Wellbeing and Engagement
o Recreational and reward-based trips celebrate student efforts, improve
motivation, and promote mental health through joy, inclusion, and shared
experiences.
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5. Monitoring and Evaluation
o |mpact is measured through:
= Annual tracking of the number and type of trips per year group.
= Review of risk assessments, trip evaluations, and incident logs.
m Feedback from staff and students on the educational and social value of
the trip.
Documentation and Approvals Responsibilities are divided as follows:

Risk Assessment & Social Story — Deputy Head of Primary Trip
Costing & Transport — Trip Coordinator

Trip Suitability, Curriculum Links & Parent Letter — Head of Primary
Final Approval of All Documents - Principal

All documentation must be approved before communicating with parents.

Filing and Records
All trip-related documents must be submitted to the Trip Coordinator before the

trip and stored in Trip Files(admin area), including:

e Risk Assessment (sighed)

e Social Story Trip Overview Sheet (signed by all relevant staff)

e Parent Letter Company and Bus Quotations Receipts (entry, food, transport)
Objectives with Category (Curricular/National Identity/Pastoral)

e MOEHE Approval Medical Information & First Aider Details

e |ncident/Accident Forms

e Trip Evaluation Forms

Documentation and Approvals Responsibilities are divided as follows:

Day of the Trip

a. Pre-Departure Procedures First Aid Kits (1 per bus) to be collected. All staff must:
Sign off on the final Risk Assessment. Wear Hi-Vis vests for visibility and safety. The
Trip Lead is responsible for: Bus headcount and seatbelt checks. Briefing all staff on:
The itinerary Identified risks Emergency procedures and contacts.

b. During the Trip All MOEHE ratio and supervision requirements must be upheld.
Ensure continuous monitoring and implementation of the risk control measures. Any
accidents or incidents must be recorded and reported immediately.

c. Post-Trip Procedures Submit all receipts to the Trip Coordinator for record
keeping. Upload photos to the shared drive under Photos > Trips. Complete and file
in main Trip File: Trip Evaluation Forms Accident Register updates Incident Forms
copies to nhurse and Trip File
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Abroad Trips

For international school trips, additional protocols are in place to ensure student
safety and wellbeing across unfamiliar environments and jurisdictions. These trips
require:

e A bespoke code of conduct, outlining behavioural expectations, curfews,
technology use, and cultural sensitivity, to be signed by students and parents
prior to departure.

A comprehensive overseas-specific risk assessment (RAMS), covering
international travel, language and cultural differences, medical support, legal
considerations, and activities undertaken abroad.

Students are supervised according to enhanced ratio guidelines and are subject
to stricter curfew and supervision measures, including no unsupervised hotel
access, mobile phone collection during night hours, and the use of buddy
systems.

Trip leaders are required to conduct thorough pre-trip briefings with students
and parents, ensure suitable insurance coverage, manage travel documents and
pocket money as needed, and maintain active communication channels (e.g.
designated WhatsApp groups).

In the event of serious misconduct, students may be returned home at the
parents' expense, as stated in the sighed agreement.

These trips offer unique cultural, academic, and social learning experiences while
demanding a heightened level of planning, responsibility, and adherence to
safeguarding protocols.

An International Community of Learners, Striving

Appendix List
All templates can be found in the School Trip File located on GDrive.
1: Risk Assessment
2. Social Story Template
3. Trip Overview Sheet
4. Parent Letter Template
5. Bus Request Form
6. MOEHE Approval Request
7. Medical Information and First Aid Details (As part of Risk Assessment)
8. Accident/Incident Forms
9. Trip Evaluation Spreadsheet
10. Overseas Trip Code of Conduct
11. Overseas Trip Risk Assessment
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Appendix One - Risk assessment

Newton Internatonal Academy

www.newtoninternationalschool.edu.qa
An International community of learners striving for excellence and celebrating success

Risk assessment form

This form accompanies planning submitted for authorisation of visit. A copy of this form must be
given to all staff taking part in the Educational visit/trip.

Risk assessment is a legal requirement for all activities involving pupils, which take place off the

school site. A preliminary planning visit (PPV) is an essential part of the process.
PPVs must be made by the Trip Organiser (a teacher).

VISIT TO: VISIT LEADER:
DATE OF VISIT: CLASSES & NUMBER OF PUPILS:
DATE OF PRELIMINARY PLANNING VISIT: NAME OF TEACHER WHO MADE PPV:

WHAT ARE THE HAZARDS?

ROUTE:

RECORD SPECIFIC TRIP SAFETY
® Supervision ratio(1:10 Primary and 1:6 EYFS):

® Emergency first aid kit is stocked and carried by

® Mobile phones numbers are given to office staff

® Children with SEN to be accompanied by TAs and community links staff:

® Children to be reminded of behaviour expectation whilst on trip:

® Children all on their own seats on the bus and buckled.

®  First aid kit on the bus.

® (Class teachers to take parent contact details with.

® (Class teachers to update fire registers.

® Children walking in pairs in teams adults to be located at regular intervals along the line. Children are
encouraged to be mindful of pedestrians they meet on the way. leading and at the

back.

e Adults to watch for cars entering and leaving the school premises.

° and to supervise crossing of all roads. Children cross in one go-no break.

e At pedestrian crossing supervising adults to stop traffic make sure it is safe to cross and ensure all children
and adults have crossed before signalling adults to drive on

e Adults to supervise- am/pm children gather in class groups to be counted prior

to return to school.
Parents can take their children home once they arrive back at school and not before!

Approx am children return to school.




Appendix Two - Social Story Template

11/12/23

-_

Car Park

o 6.
- Tram - Garden Tour - Race Games - Volleyball -Football

These are the different areas of the Park.
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Appendix Three - Trip Overview Sheet

Leter Checked -
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Appendix Four - Parent Letter Template

Newton International Academy

An International community of learners striving for excellence and celebrating success

13th February 2025

Dear Parents and Guardians,
We are excited to share an amazing opportunity for our Year 6 students to visit the Purple Island Mangroves for a kayaking adventure.

This exciting trip is scheduled for:

@ Monday, 17 February (Purple, Yellow and Green)
@ Tuesday, 18 February (Blue, Indigo and Magenta).

This trip is designed to provide students with a unique outdoor learning experience, allowing them to explore the natural beauty of the

mangroves, develop their kayaking skills, and gain a deeper understanding of the local ecosystem. As part of the trip, students will also
take part in a mangrove tree planting activity, reinforcing the importance of environmental conservation.

Iransport:

We will travel via bus to the Al Thakira Mangroves at 7:30 and return to school by 13:15.

Attire:

Children must wear water appropriate clothing that is modest. Boys must wear a t-shirt or rash guard that covers their shoulders and
shorts that are knee-length. Girls must wear clothing that covers their elbows and knees.

We will be outdoors for the heat so sun protection including a sun hat, sun cream and protective clothing is required.

Itinerary:

e Arrival & Briefing: Introduction to the mangrove ecosystem, safety briefing, and kayak instructions.

e Kayaking: Paddle through calm, shallow waters, observing local wildlife, including birds,

crabs, and fish.

e Mangrove Planting: Learn the importance of mangroves and participate in planting
seedlings to support restoration efforts.

e Wrap-up: Short debrief on environmental impact and eco-conservation tips.

The trip includes:

A professional kayaking instructor and tour guide

An introductory kayaking session with safety instructions
Life jackets, kayaks, and paddles

Approximately 90 minutes of kayaking

Learning about the mangrove ecosystem

A mangrove tree planting activity

Refreshments (bottled water and juices)
Insurance

The bus trip to the mangroves.

The cost for this trip will be 225 QAR per student Please attach payment along with the permission slip below.

We highly encourage your child to attend this enriching experience, as it not only broadens their knowledge but also fosters

team-building and social skills in a real-world context. Should you have any questions or require further information, please feel free to
contact the class teacher directly on Dojo.

Thank you for your continued support and cooperation.

Yours sincerely,
The Year 6 Team

| would/would not like my child in Year to attend the trip as per the above letter.

Parent Signature:

Parent Contact Number:




Appendix Five - Bus Request Form

//DSR,;AVEE Bus Requisition Form ;::. 22 ; 202:

TRANSIT EXCELLENCE

Page 10of 1
Name of the School Newton Date:
International Academy
ContactPerson Mobile
Trip Details: Trip Date
Number of Students Number of
Pickup Time F T Drop-Off Time Remark
I Teachers Buses ~ = = -
Going
Returning
Requisition Submitter Signature Approved by

Note:- 1. Kindly request you 10 submit the request stieast three working days pnor 10 the trip. 2. The trip cost will be submitted after the submession of the form. 3. If you want 10 cancel
the

request, plesse do £ 24 hours before the scheduled trip. 4. All forms 10 be approved by the Authorzed person. 5. Please mantan timings, 1 the durstion of the trp exceeds more than 1
hour.then QR 50 wil be charged 6. Please cal Jaweed Khan at 00273435 for any clanfication/assstance
|FotM0dnuu:- I

Date Received: Received From School:

Trip Amount per bus

Approved by:

School Transport Manager
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&\f/) INTERNATIONAL
») ACADEMY | BARWA

An International Community of Learners, Striving for Excellence and Celebrating Success



Appendix Six - MOEHE Approval Request

Newton International Academy, Barwa

An International community of learners striving for excellence and celebrating
MOE Permission for Trip
Tnp Location
Date
Cost (per child)

Cost of lunch (per child)

Number of boys/girls on the tnp

Cost of transport (per child)

Number of adults attending

Time of the tnp

Type of trip
Purposze of the Tnip

j’ NEWTON
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Appendix Seven - Medical Information and First Aid Details

Newton Internatonal Academy

www.newtoninternationalschool.edu.qa
An International community of learners striving for excellence and celebrating success

Risk assessment form

This form accompanies planning submitted for authorisation of visit. A copy of this form must be
given to all staff taking part in the Educational visit/trip.

Risk assessment is a legal requirement for all activities involving pupils, which take place off the

school site. A preliminary planning visit (PPV) is an essential part of the process.
PPVs must be made by the Trip Organiser (a teacher).

VISIT TO: VISIT LEADER:
DATE OF VISIT: CLASSES & NUMBER OF PUPILS:
DATE OF PRELIMINARY PLANNING VISIT: NAME OF TEACHER WHO MADE PPV:

WHAT ARE THE HAZARDS?

ROUTE:

RECORD SPECIFIC TRIP SAFETY
® Supervision ratio(1:10 Primary and 1:6 EYFS):

® Emergency first aid kit is stocked and carried by

® Mobile phones numbers are given to office staff

® Children with SEN to be accompanied by TAs and community links staff:

® Children to be reminded of behaviour expectation whilst on trip:

® Children all on their own seats on the bus and buckled.

®  First aid kit on the bus.

® (Class teachers to take parent contact details with.

® (Class teachers to update fire registers.

® Children walking in pairs in teams adults to be located at regular intervals along the line. Children are
encouraged to be mindful of pedestrians they meet on the way. leading and at the

back.

e Adults to watch for cars entering and leaving the school premises.

° and to supervise crossing of all roads. Children cross in one go-no break.

e At pedestrian crossing supervising adults to stop traffic make sure it is safe to cross and ensure all children
and adults have crossed before signalling adults to drive on

e Adults to supervise- am/pm children gather in class groups to be counted prior

to return to school.
Parents can take their children home once they arrive back at school and not before!

Approx am children return to school.




Appendix Eight - Incident forms

Newton International Academy P
A 00y 2000 \'."\':"-?‘p '\\.'::;"r\\lf')"»'.'.-‘A"v‘ﬂ:‘r::ﬂ;:\‘;‘ :nl\(‘f(- OINg Sxiess \I\",.})
2"
Trip Incid ”! ident R LF
CHILD'S NAME CLASS:
DATE: TRP LOCATION.
Name of teacher In Charge
Site where Incident/accident ook place
Date of Incident/acaident
Nama of injured person
Addreis of injured penon
Newton International Academy < ! \
A W erAastovet ((\"V'u*f'lo_' wg;ﬂfn nl,-.u:v fu"on av';; o (AVOTATY X (T ‘1‘\’_))
K=
Nature of Incident/injury and extent of Inhry

Give dutalls of how and preciasly whars the Incident took plece.
DescriBe what Xty mas Laking place, 107 exampe in s/ Rame/Retling

(Pl

Give full detalls of action tshen during any first sid testment and the
name(s) of first-alder(s).

Wars any of the following contacted? (plesse tick)

00
00

)
)

What happened 10 the injured person following the Incident/sccident?
£t s 2l O AIH SA0N. Wit NOMe. et 10 NOSDE N ot

"

N of the sdove facts are § true record of the sccident/incident

agred Date
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Appendix nine - Trip Evaluation Spreadsheet

Year ' | Location of
| group Term |Date of trip Trip WWW EBI

A AWIN | = JWIN|=JWIN| =N WIN = WIN |-
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Appendix ten - Overseas Trip code of conduct

3‘3

NIA Secondary JAPAN TRIP 2025

CODE OF CONDUCT

The aim of the trip is to lear new slalls, improve physical fitness, explore and enjoy different
countnes and cultures. A great deal of plansung and preparation has gone o the tnp. The tnp
can only be successfial if everyone m the party accepts and adheres to a few basic rules

1. Al stodents must accept that the staff are in charge and follow thew mstructions at all
tomes

2. Al stodents must understand that they represeat NIA and therefore they must conduct
themselves i a manner expected by NIA

3. To respect other people, thear possessions, culture and the enviroament, incloding the
hotel. No bullymg, being polite

4. To follow all instructions of the staff from the organisation that orgazused the tnp for
our school

5. Tostick rigidly to meeting times and places as durected by staff

6. Smctly no smoking and no alcohol’

7. Stnctly no drugs and adults maganines, websites o films

$. Internet can caly be used under the supervinion of staff - students may be requested to
show the content they accessed on their phones to staff School 1s not responsible 1f the
student Joses or breaks any electromic device. We do not recommend stadents bringing

anythung other than thewr phones

9. Students will be not allowed 1o leave our hotel duning the day without permussion of the
staff (students will be accompanied by the staff duning scheduled actrvities and whalst
shopping 1 the evening)

10. Nobody 13 allowed to leave the room or the premases of the botel between Spem and
6.30am, unless supervised by staff

11. No students are allowed to miite anyone outside of the NIA party mto their hotel room
Students are also not to go 20 the hotel rocm of anyone other than 3 member of the NIA

pasty

12. NIA staff wall collect mobule phones after 9 00pm and return them to the students at Tam
« ina case of emergency, between these times please contact the staff on: 00974 33857242
All stodents should 20 to sleep between 10-11pm. They will be wakang wp at 7am

13. NIA staff may collect passports and pocket money fiom stodents and look after them
dunng the tnp 1f the parents give us permassion 1o do 50

if amy stodent masbehaves and breaks any of the above rules, the consequence of thus action can
km POl 4 ' g o ' . ;

At S - AT larias B o s aSheile

I do'do not wish my chuld to keep has her pocket money and or passport (please carcle) wath NIA
staff

Newton International Academy Lol

I accept the code of conduct for the Japan trip and | agree my son'daughter will abude by sts
rales

| understand that the Internet in Japan i3 not restncted and NIA staff are not responable for
mformation accessed by students on thewr mobale devices whuch have access to the Internet
Students will not be allowed 10 use thear phones and any other mobale devices which have an
access to the Internet froem Spen to Tam. Any commumacation between the parents and the
students dunang thes tane can be caly via NIA staff

[ give permussion o my chuld to joun the NIA student Japan 2025 WhatsApp group. Has her
mumber is

[ give permisnion t0 my chald to be photographed and filmed by NIA staff dunng the tnp and
these to be posted o school soczal media: YES'NO

I read the Risk assessment and mswrance provided for thus tnp which was emasled 1o me by NIA
staff

STUDENT'S FULL NAME

Siuzned (PARENT) Date
Sugned (Pupul) Date
Kind regards

Dr. Tereza Woolgarl MA, PhD
Deouty Princpa
Newton Internabonal Academy, Barwa
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Appendix eleven - Overseas Trip risk assessment
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