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Policy on School Excursions 
 

1 Purposes 
 

All excursions, once approved by the school, serve:  
a. To enrich students' life experiences.  
b. To help students acquire a better understanding of the world, including the 

natural world and the human society. 
c. To reinforce classroom learning and enable students to put their knowledge 

and skills into practice. 
d. To help students develop all-round abilities and positive attitudes in further 

studies, work and life. 
e. To help students develop a sense of civic duty, responsibility and service to 

the community. 
f. To assist students' personal development by broadening their interest, 

developing their potential and providing opportunities for character formation 
and leadership training. 

g. To make school life more challenging and interesting. 
 
 

2 Guidelines  
a. Teachers assume a parental role to take care of their students on excursions.  
b. The excursion arrangements must be approved by the SA Master, Vice-

principal or Principal before an excursion takes place.  
c. An excursion must be well planned beforehand to ensure that it is in line with 

educational objectives. 
d. Students must seek written approval through return slips from parents before 

going on an excursion. 
e. An outing should be supervised by an experienced and responsible teacher.  
f. In general, the Staff/Student Ratios are advised not to be less than 1:30. 

Teacher-in-charge should also take into consideration other factors such 
as the nature of the activity, the area and the geographical environment, 
the capability and age of the participants, etc. and make appropriate 
arrangement for the manpower involved. For more details, please refer to 
Appendix 1.  

g. Safety is to be strictly observed during an excursion.  
h. Before each outing, the teacher-in-charge is reminded to read and 

follow the Guidelines on Outdoor Activities issued by the Education 
Bureau. (The guidelines can be downloaded from 
http://www.edb.gov.hk/attachment/en/sch‐admin/admin/about‐

activities/sch‐activities‐guidelines/Outdoor_EN.pdf .) 
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3 Basis of Discretion  
This policy will only be changed after the consultation between the SA Committee 

and School Administration. 
 

4 Procedures for teacher-in-charge  
a. Application procedure: The Principal should be informed as early as possible 

before the excursion. Rushed application is not encouraged.  
b. Planning procedure: design educational and recreational activities to be 

conducted during the excursion; prepare the budget; arrange transportation 
and assign responsibilities by respective persons; study details of the event, 
the route to the venue, the venue itself and the safety facilities available; 
prepare a contingency plan with possibilities well anticipated; and let the 
participants know about the nature and details of the activities. 

c. The participants should be briefed on the details before the outing.  
d. Procedure of obtaining parents' agreement: issue a school circular to parents 

stating the date of the activity, time, venue and teachers-in-charge etc.; 
confirm the agreement of parents and collect the slips duly signed indicating 
their consent well in advance before the activity. (After the activity, these 
notes of parental consent should be kept for 1 school year for record keeping 
purposes.) 

e. Procedure of reporting to the police: the form to inform the police of the 
outing should be signed by the Principal 12 days before the excursion and 
dispatched to the police station concerned 10 days before the excursion; steps 
should be taken according to the Guidelines on Outdoor Activities issued by 
the EDB.  

f. Record the attendance of the students on the day of the activity.  
g. Teachers-in-charge should carry with them on outings a telephone list of 

parents, students and teachers-on-duty for emergency use. They should give a 
set of attendance list to the school office.   

h. If it is possible, a pre-trip should be taken by the teacher-in-charge to ensure 
that everything is all right. 

i. Teachers should be aware of the weather conditions when activities are held. 
In the case of adverse weather Appendix 2, please decide at least two hours 
before the assembly time whether an activity is to be held as scheduled with 
reference to the general guidelines below. As the weather may change quickly, 
teachers should exercise their discretion based on the actual conditions and 
make decisions depending on the nature of the activities. The final 
arrangements should be announced to parents on the school website or by 
other means. 
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j. In the case of an accident, teachers-in-charge should take good care of the 
student(s) involved to prevent further mishap. For example, he/she must be 
sent to hospital if injured. They should also notify the school and parents in 
the first instance, report to them the condition of the student and what has 
been done so far to relieve the parents from unnecessary worries.  

k. In the event of unexpected bad weather, landslide or traffic accidents etc., 
teachers should exercise their discretion to shorten the trip and lead students 
away from dangerous locations or phone the police to seek help in order to 
ensure group safety. 

l. A review report for the excursion should be included in the files of 

committees/ departments (e.g. minutes, progress report etc.).  
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Appendix 1 
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Extracted from “Guidelines on Outdoor Activities”, P.58-P.59  
http://www.edb.gov.hk/attachment/en/sch‐admin/admin/about‐activities/sch‐activities‐

guidelines/Outdoor_EN.pdf .. 
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Appendix 2 
 

 
       Nature of 

Activities 
Weather 
Condition 

Indoor Activities 
General Outdoor 

Activities 

Countryside 
Activities and 
Water Sports 

Tropical Cyclone 
Signal No.1 

To be held as 
scheduled 

To be held as scheduled
(To be cancelled if the 
Observatory announces 
that Tropical Cyclone 

Signal No.3 or above is 
to be issued within the 

activity time) 

To be cancelled 

Tropical Cyclone 
Signal No.3 

To be held as 
scheduled 

(To be cancelled if 
the Observatory 
announces that 

Tropical Cyclone 
Signal No.8 or above 
is to be issued within 

the activity time) 

To be cancelled 

Tropical Cyclone 
Signal No.8 or 

above 
To be cancelled 

Thunderstorm 
Forecast / Warning 

To be held as 
scheduled 

Depending on the 
actual weather 

conditions Amber Rainstorm 
Warning 

Red / Black 
Rainstorm 
Warning 

To be cancelled To be cancelled 
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