Educational Excursions
Broughton High School is pleased to offer our pupils an enhanced range of educational experiences, some of which take
place out with the school campus. The Headteacher, in consultation with colleagues and the school community, has
responsibility for ensuring that the appropriate balance is struck between delivery of the core curriculum and off-site
learning which can deepen understanding. For instance, while it may be appropriate for a group of S2 pupils to take part in a
residential Outward Bound course in April, the same could not be said of an S4 group who would be sitting SQA exams in
various subjects the following month.
For this reason, term-time excursions involving students in the Senior Phase (S4-S6) are largely restricted to the early part of
each session. Group excursions after the end of October would therefore be approved only in exceptional circumstances.
The following guidelines outline the process involved and the responsibilities of various parties in the organisation of
excursions.
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All forms and full procedures are held on Shared G: drive
in Documents and Policies Educational Excursions

Category (1) and 2 Excursions
Step 1
Identify the category of your planned excursion, (see enclosed guidance, if in doubt please discuss with the Excursion Coordinator). For Category 3 and 4 please follow HSP6 procedure, a new EE2 will be required for excursions that fall within these
categories.
Discuss the proposed excursion with your Curriculum Leader and seek their approval in the first instance. Ensuring that the
educational benefits of the excursion are clearly identified and that any impact on service/education is taken into
consideration.
Step 2
At least 4 weeks prior to the excursion date complete an Excursion Proposal Form and Risk Assessment and pass to the
Business Manager who will take to the Head Teacher for approval.
Once approval is received the Business Manager will return the forms to the member of staff in an excursion folder, this is to
be used for storing all documentation relating to the excursion. Included in the folder you will also find an excursion checklist
for completion and a checklist to share with excursion participants.
Step 3
On receipt of the above forms/folder the member of staff should complete and send a parental permission letter home to the
parent/carer of participants. This should be completed and returned to the school for all participants along with any payment
and acts as parental permission for their child to participate. The School Office holds the original EE2s for all students giving
them permission to participate in category 1 or category 2 excursions. Please share the names of excursion participants with
the school office to allow them to check for EE2s. Any missing EE2s will be pursued by the school office, students without an
EE2 will be unable to participate in the excursion/event.
Print a class list from SEEMIS/collate a list of participants to record note of returned forms/payments received etc. Guidance
on how to do this can be found in this guide.
Step 4
On receipt of completed parental permission letters please check to see if any requests for an EE2 form to update information
have been received or if parents have informed you of any new medical/important information regarding their child. If they
have let the office know immediately and they will send home a new EE2 form for completion.
Receipt any payments received and pass to the school office for banking, funds should not be kept in classrooms. All funds
must be receipted and passed to the school office. Please note where bus tokens are required for an excursion this should be
factored into the overall excursion cost, bus tokens supplied by the office are not free. The cost of travel in and around
Edinburgh is £0.70 for under 16 and £1.50 for over 16. Check to see if any students have bus passes that can be used prior to
requesting bus tokens.
At least one week in advance of the excursion taking place the names of the students participating in the event must be passed
to the office to allow them time to collate the original EE2 forms for you to take with you on the day of your excursion and to
follow up on any missing EE2s. You can submit the names via email, giving a note of the date/time/location of the excursion
and the office will update SEEMIS (OAT) for all students participating, remember to cc this list to your colleagues if students will
miss any other classes/lessons. If the list of participants changes you must keep the office/colleagues informed.
Original EE2s must be taken on the Excursion and a photocopy retained in the school records. Collect EE2s from the office on
the day of the Excursion and return to the school office immediately on your return to school.
Step 5
On return to school the original EE2s must be passed back to the school office for filing and the excursion folder with
associated completed paperwork/records returned to the Excursion Co-ordinator who will hold this for audit purposes.
It is good practice to review the excursion on your return and to note anything that could have been managed better/risk
assessed differently, if you do identify anything please note this on the paperwork returned to the Excursion Co-ordinator, this
information will be used to assist colleagues planning the same or similar types of excursions.

How to print a class list:
In SEEMIS select:
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Print Class List



select the stage and click on new list



highlight the class you want and select Print

