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THE ULTIMATE GUIDE 8
TOORGANISING Mg
A SCHOOL TRIP

Thank you for downloading
our Ultimate Guide to
Organising a School Trip!

We've been helping busy teachers (like you)

Contents

to arrange school trips for over 40 years. Think about about trip 3
We've put this guide together to take you Get your trip approved 5
through all the key steps in planning your school Book your trip 6
trlp (and we've |n'cluded some useful hints and Get parents on board 7
tips that we've picked up over the years). L h tri 8
We hope you find it useful. And don’t forget, aunc .your r.lp
we're here to support you every step of the Start trip admin 9
way - so, just get in touch if you need us. Plan the finer details of your trip 10
The Halsbury Team Make the final arrangements 1
The journey begins 13
Any other tips? 14

BABTA () HGE i 20



Halsbury Travel

| THINK ABOUT
YOUR TRIP

Start planning early!

Our number one tip for planning school
trips? Start as early as possible.

Here’s why:
* You'll have a better chance of securing your

preferred dates, transport, accommodation etc.

* It’ll make your trip more affordable for your
students (by giving them longer to pay for it).

* It’ll make your life much easier by giving you plenty of
time to plan your trip (and collect all the information
you need from students and their parents).

* You'll get a head start on competition
from other departments targeting the
same pool of students for their trips.

Learn more about the benefits of early planning »
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Decide what you want from your trip
Next, you need to decide what you want from the trip.

* What are your learning objectives?
* What do you want pupils to get out of the trip?
* What do you want them to remember about the trip?
Making sure you have really clear objectives can save
time (and headaches) when planning the itinerary.
You also need to be clear on:
* Budget
* Dates and duration (and how flexible you can be)
* Any specific requirements the group
may have (e.g. how will their age affect
accommodation requirements?)
Finally, you need to check the staff-to-
student ratio required by your LEA or school.
We usually base our quotes on the following
(if you need a different ratio, just ask):
* 1:8 for coach trips
* 110 for trips by air

For more information on ratios,
check out our guide »

The Ultimate Guide To Planning A School Trip 3
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Decide Whether to Use a Tour Operator

You could choose to organise your trip yourself.
But there are many reasons why it makes sense to
use a specialist school tour operator (like us).

Make sure your group is protected

Choosing a fully-accredited school tour
operator (like Halsbury Travel) means your
group will be better protected in the (unlikely)
event that something goes wrong.

Of course, sometimes the unexpected
does happen - but we've got a proven track
record in quickly finding solutions, so you
won’t be left to deal with it on your own.

And our ABTA and ATOL protection means
that your trip is financially protected.

Avoid the trip taking over your life

Choose to work with a specialist school tour
operator and they’ll take on the bulk of the
organisational tasks (like booking accommodation,
travel, meals, entrance tickets etc.).

We do this kind of stuff on a daily basis - so please
do make use of us to make your life easier.

If your tour operator also happens to be a member
of the School Travel Forum (like us), then they’ll have
a Safety Management System in place and will hold
a Learning Outside the Classroom Quality Badge.

Why does that matter? Well, it’ll drastically
reduce the amount of paperwork you need to do
and can form part of your risk assessment.
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Plus, you won't need to seek further assurance
that they actually provide the quality of

tour they advertise (the LOtC Quality Badge
confirms they do), and you can be sure your
group’s health and safety will be prioritised.

Nothing will get ‘lost in translation’

We’re multilingual at Halsbury, so we can
speak to suppliers in their own language
and avoid any misunderstandings.

And we’ve worked hard to build good relationships
with them, so that we can get the best for our groups.
Feel supported every step of the way

We know how much responsibility it is taking a group
of kids abroad. So, perhaps the most important
reason to choose a school tour operatoris that
you'll be supported every step of the way.

Going with a tour operator?

You may need (or want) to get several
quotes - the key thing to remember is to
make sure you're comparing like-for-like.

Check out our top tips for comparing quotes »

The Ultimate Guide To Planning A School Trip 4
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To get approval, you'll need to answer
a few key questions:
What’s the value of your trip? How reliable is your chosen
If you're travelling during termtime, you'll be taking school tour operator?
staff and students off timetable for a few days, and You'll need to show your chosen tour operator
if you're going during the holidays, you'll be asking is reputable, fully accredited and will prioritise
colleagues to give up precious time off. Either the health and safety of students.
way, you need to show your trip will be worth it. If you've chosen Halsbury Travel as your tour
It should be fairly easy to explain the educational operator, you may find this handout useful.
value of your trip (after all, you've chosen it to
l support your learning objectives). But don’t forget S ¢ top ti ti
about the other benefits of school trips. ee more of our top fps on getting
your school trip approved »
How will you keep students safe?
You’'ll need to show how you're going to ensure
the health and safety of your group.

Part of this is performing a risk assessment (more
on these later) but you can also demonstrate
your commitment to health and safety by

| I planning to work with a fully-accredited school
tour operator (especially one that’'s a member
of the School Travel Forum and holds a Learning
Outside the Classroom Quality Badge - like us).
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https://www.halsbury.com/resources/why-are-school-trips-important
https://www.halsbury.com/our-accreditations
https://www.datocms-assets.com/57366/1716550212-halsbry-travel-parents-handout-one-page.pdf
https://www.halsbury.com/school-travel-resources/lets-get-your-school-trip-approved
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BOOK YOUR TR

Once your trip’s approved, you
can go ahead and book it.

Provisional booking

If you're going with a tour operator, make sure you're
booking with a reputable provider you can trust (after
all, the whole point of booking with a tour operator

is that it should make the process less stressful).

If you're booking with us, we’ll start by making
a provisional booking. This holds no obligation;
it simply means we can hold the space for
your group for up to 30 days, giving you time
to promote the trip and collect deposits.

Check in with your finance department

Before launching the trip to parents and
students, ask your school’s finance department
how and when they want parents to pay.

* Can they make payment by cash, cheque, card
or via the school’s online payment portal?

* If paying by cash or cheque, should they pass this
to you or directly to the Finance Department?

* When will you need the deposits from
parents to meet the payment deadline set
by your tour operator (because if you miss
this deadline, you could lose your flights or
accommodation, or may need a requote)?
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GET PARENTS
ON BOARD

To get students signed up to your trip,
you’ll need to get their parents on board.

You'll have to convince them of two main things -

that the trip is worthwhile and their kids will be safe.

But first, you need to let them know the

trip is happening. Here’s a sample letter
you can send home with students.

And you'll probably want to hold a parents’ evening too
- here’s a PowerPoint template to help you with this.

What will parents want to know?
Why should | send my child on this trip?

Explain to parents the academic reasons

you want to run the trip, but don’'t forget the
other benefits of school trips - like greater
independence and broadening their horizons.

How has the trip been organised?

Parents want to know that their money will be
protected and (most importantly) that their
children will be safe - and this means they’ll want
to know about the tour operator you're using.

If you're travelling with us, download our handout,
which should help to reassure parents.
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Will my child’s medical and dietary
requirements be catered for?

Of course, the answer is yes.

But make sure you let parents know that they
need to tell you about any medical or dietary
requirements ASAP, so we can make sure that
everyone that needs to be is aware of these.

How are we going to keep in touch?

Will you be posting updates on social media? This
can be a great way to reassure nervous parents.
And let them know if kids can bring their phones
on the trip (and any rules they’ll need to follow).
Remind them to look into roaming charges and
let them know that lost or damaged phones

may not be covered on the insurance.

Finally, make sure they know how to get hold

of youin an emergency, and vice versa.

See more tips »

The Ultimate Guide To Planning A School Trip 7



https://www.datocms-assets.com/57366/1716991397-1685446857-sample-letter-to-parents.docx
https://www.datocms-assets.com/57366/1716551609-parents-evening-ppt-education.potx
https://www.halsbury.com/school-travel-resources/why-are-school-trips-important
https://www.datocms-assets.com/57366/1716550212-halsbry-travel-parents-handout-one-page.pdf
https://www.halsbury.com/school-travel-resources/how-do-i-get-parents-on-board
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Your tour operator will have quoted
based on the expected number of paying
passengers. You need to get as close as
possible to this (lower or higher numbers
can affect the price).

The Ultimate Guide To Planning A School Trip 8

Create a buzz around your trip

Put posters up around the school promoting
your trip and make sure it's mentioned
on the school’s social media too.

Run the trip before? Share videos and pics from past
trips, and invite students who've been to talk to your
current group (or as part of a parents’ evening).

Struggled to get numbers in the past?

Consider teaming up with another
department to make the trip cross-curricular
(opening it up to more students).

Plan fundraising activities
Get students fundraising for your trip - it’ll make
it more affordable for parents and give students

lots of opportunities for personal development.
Activities such as bake sales, raffles, car washes,
car boot sales, bag packing and even crowdfunding
can be great ways to raise funds for school trips.

Travel with confidence
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https://www.halsbury.com/resources/social-media-on-school-trips
https://www.halsbury.com/resources/school-trip-fundraising-ideas
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START TRIP ADMIN

Confirm Your Booking

You’'ll now need to confirm your booking
(hit the ‘accept quote’ button on your
quote and follow the instructions).

Log in to My Trip Zone

My Trip Zone (Halsbury’s customer portal) will
allow you to collect passenger data. Just send
one secure link to parents, and they’ll input their
child’s details - they can even scan their passport
with their smartphone (for greater accuracy).

If there are potential issues with expiry dates or visa
requirements, the system will flag them at this point
(so they have plenty of time to get this sorted).

You can then manage passenger and
waiting lists, as well as see a tailored
trip timeline with all the key dates.

Create a payment schedule for parents

We'll send you a final invoice with clear
payment deadlines. You can use this to provide
parents with a payment schedule that makes
sure you're able to meet these deadlines

(and giving them this information as early as
possible will help them budget for the trip).
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PLAN THE

FINER DETAILS
OF YOUR TRIP

Plan your itinerary

Your dedicated Itinerary Coordinator will work
closely with you to plan your itinerary.

They’ll make sure your trip includes activities
that support your learning objectives and
provide plenty of ‘wow’ moments.

Finalise your passenger list

You’ll manage your passenger list in My Trip
Zone, and the personalised timeline will let you
know when you need to have it finalised.

Start your risk assessment

You’'ll need to follow the guidelines
provided by your school and LEA.
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We can’t do the risk assessment for you,
because we don’t know your group like you do.

But using a reputable tour operator like Halsbury
Travel can significantly reduce your workload (for

example, as an Assured Member of the School Travel

Forum, we've got a Safety Management System
that can form part of your risk assessment).

You'll still need to do arisk assessment if
you've run the trip before, as the group you're
taking will have different requirements (but
you can use past risk assessments as a
framework to speed up the process).

Check out our guide to risk assessments for more
information (as well as downloadable templates).

The Ultimate Guide To Planning A School Trip
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https://www.schooltravelforum.com/
https://www.schooltravelforum.com/
https://www.halsbury.com/resources/halsburys-safety-management-system
https://www.halsbury.com/resources/risk-assessment-for-school-trips
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MARE THE FINAL
ARRANGEMENTS

RER-

Finalise your itinerary Host your final parents’ evening Complete remaining

It’s time to finalise the details of your itinerary Your final parents’ evening will focus risk assessments

(including menu selections for your meals). on making sure parents have all the If you need any information from us, please just
Finish paying for your trip information they need. This includes: get in touch with your Itinerary Coordinator.

* The final itinerary

* Luggage restrictions (and what to pack)

* How to contact you in an emergency (and vice versa)
* Social media updates (if there will be any)

* Your mobile phone policy for students on the trip

Complete the rooming list

Pro tip - sort your rooming list before you travel.
It’ll save you so much time and hassle, and means
everyone can just head to their rooms (to rest,
refresh, or just ditch their bags) on arrival.

Once your itinerary is finalised, the final
balance payment will be due.
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https://www.halsbury.com/resources/what-to-pack-for-your-school-trip
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GET READY
FOR YOUR TRIP

Get your Final Info Pack

Everything you need for your trip will be in your
Final Info Pack, including 24-hour emergency
contact numbers (so you know you can

speak to us whenever you need to).

Download the Vamoos App

This will give you access to all your trip
documents from your phone or tablet. As
well as all your paperwork and itinerary, it
also has maps and weather updates.

Make sure your students
are easy to spot

If your students aren’t going to be wearing their
uniform, some easily identifiable item of clothing (e.g.
hat, t-shirt, hoodie, lanyard or rucksack) will really help
you to keep tabs on them (especially in busy areas).

Pack your bags

A couple of weeks before you travel, you'll be
inundated with questions about what to pack from
students (or, more likely, their parents). Save yourself
time (and having to repeat yourself) by creating

and sending out a packing checklist in advance (or
just download ours to send to parents). Don't forget
to remind them about the luggage allowance.

SBABTA @ BOE sy AETOTAR
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| THE JOURNEY BEGINS

Travelling by coach?

Pack plenty of drinks and snacks (but check with
the driver whether you can snack on the coach or
need to wait for comfort breaks). Water’s the best
drink for along coach journey (and it’s a good idea
to bring along some extra, in case of delays or
hot weather. Avoid chocolate, crisps and sweets,
which can be messy and tend to make students
hyperactive or thirsty. Fruit and nuts (as long as
no-one’s allergic) are much better options.

Make sure you’ll be comfortable. Wear comfy
clothes and go for layers (especially if travelling
overnight when temperatures can drop quickly).
Eye masks, earplugs and neck pillows are also great
for helping you get some rest on a long journey.

Plan some activities to help the journey go a little
quicker. That could be watching a film, a coach
quiz or even a singalong (if you're feeling brave).

And don’t forget the housekeeping. As any
teacher who's ever taken a coach trip with
students knows, always pack air freshener,
bin bags, wet wipes and kitchen roll...

See more tips for coach trips here.
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Flying?
Have a copy of everyone’s boarding pass and

passport. Leave a copy of everyone’s passport
with the school office (just in case).

Arrive at the airport in plenty of time. It
can take longer than you think to herd a
large group through an airport (especially
at the check-in desks and security).

Remind students that customs and security
at airports are taken very seriously and
officers are unlikely to have the same

sense of humour as teenagers.

Remind groups of the rules around hand luggage.
And tell students to say they packed their own bag,
even if mum did it (we've had students held up at
security before for giving the ‘wrong’ answers).

Divide your group into smaller groups with a
staff leader (it’s easier to navigate the airport
this way). Designate a group base in departures
for students to check in to regularly if you plan on
giving them some free time before boarding.

Create a WhatsApp group for staff to keep in touch
at the airport (most airports offer free WiFi).

The Ultimate Guide To Planning A School Trip 13

Avoid chaos at baggage reclaim - either send
one ‘mini-group’ up at a time or select a team
of baggage pickers (this is much easier if you've
tagged all your bags with something quickly
recognisable, like aribbon, strap or sticker).

See more tips on getting your group
through the airport here.

Important note for everyone travelling to
the Schengen Area. Make sure you read our
guide to how EES will affect your trip.



https://www.halsbury.com/resources/top-tips-for-school-coach-trips
https://www.halsbury.com/resources/getting-groups-through-the-airport
https://www.halsbury.com/blogs/how-will-ees-affect-your-school-trip-to-europe
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ANY OTHER TIPS?

Money-Saving Tips Continue the Learning

Choose transport carefully - travelling The end of your trip isn't the end of the learning
by coach is usually cheaper than flying journey. Keep the momentum by getting your
and it’s better for the environment. students to do some post-trip activities, like:
Pre-book meals at your accommodation rather * Write a trip diary: Get them to think about why
than eating out (you could also book packed lunches, they went there and what they learned. You

so you don’t risk ending up in pricy tourist traps). could even submit the best ones to the local
Be flexible about when you travel. Most things paper (which would be great PR for the school).
in the travel worlds run on a high and low-season * Create a short film or collage: A brilliant

basis (so, travelling during term-time between collaborative option if your students take
September and March usually works out cheapest). lots of photos and videos on the trip.

Give an assembly: Great public speaking practice
for students (they could work together and
create a slideshow of some of their photos).
Build on their language skills: Ask them

to write a trip diary or prepare a short
presentation in the target language.

Think about the day of the week that you travel.
The most popular day of the week for travel is Friday
(so it can be the most expensive day to travel).

See more money saving tips »

See more ideas for continuing the learning »
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https://www.halsbury.com/school-travel-resources/money-saving-tips-for-cheaper-school-trips
http://See more ideas for continuing the learning »
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We hope this guide was helpful

and you have a great trip. ( )/
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