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1. Types of school trips

School trips are an integral part of the educational work within the European
School system and at the European School Munich. They serve to educate, de-
velop social skills and promote personal development. These are not holiday
trips, but trips that pursue specific educational objectives.

School trips primarily refer to journeys and excursions which are declared com-
pulsory school events by the Director in accordance with Article 30.1a of the
General School Regulations. These school trips are regarded as school activities
which, although not taking place on school premises, are attended by pupils in
the same way as lessons, and the costs of which must be borne by parents or
guardians. These trips include those listed below.

1.1. Annual compulsory school trips

e The one-week school trip for S2 during the second full week of the school
year.

e The one-week study trip for S6 in the week before the Easter holidays.

e All trips prescribed by the curriculum and approved by the school manage-
ment, such as the three-day field trip for S5 in Biology or the three-day
field trip for S6 in Geography (4-period module).

1.2. Occasional compulsory school trips

e Excursions approved by the school management, organised by the rele-
vant class or subject teacher as a class or course group. These excursions
should be related to the curriculum or subject and be limited to the excur-
sion and project days specified in the exam calendar.

In addition to these activities, in which pupils are required to take part, the
school offers school trips in which a specific groups of pupils may participate on a
voluntary basis. There is no automatic right to participate.

1.3. Voluntary school trips

e Institutionally organised events that are regularly offered within the Euro-
pean School system and do not require separate approval from the school
management, such as the Festival of Arts and Music in the European
Schools (FAMES), the European Schools Science Symposium (ESSS), Eu-
rosport and the Model of European Council (MEC).

e All other activities, particularly reciprocal pupil exchanges to promote lan-
guage learning, the seminar trip for pupil representatives, maritime excur-
sions such as Erasmus Maris or to Giglio, and choir and orchestra trips.
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2. Organisation of the school trip

2.1. Selection of the destination

Given the location of the European School Munich, we aim to ensure that Central
and Eastern Europe are given appropriate consideration when selecting travel
destinations. As part of our study trips, we wish to promote awareness of sus-
tainable travel and environmental protection. Therefore, when planning school
trips, destinations should be chosen that can be reached by train or coach.

For optional school trips, this rule may be waived with the school management’s
approval, and a flight may be booked if the destination cannot be reached by
train or coach within a reasonable time. Travel by private vehicle is generally not
permitted.

2.2. Risk assessment

Prior to the school trip, the teacher must carry out a risk assessment to evaluate
potential hazards during the journey, at the accommodation or during activities,
and to implement appropriate safety measures. The school provides recommen-
dations and a form for this purpose. If there are any questions regarding this,
please consult the safety officer.

For school trips abroad, the teacher must visit the Foreign Office website in ad-
vance and ensure that there are no official travel warnings for the destination
country.

2.3. Application procedure

For all school trips, the teacher must submit the fully completed and signed form
in good time before the trip; for compulsory school trips taking place at irregular
intervals, this must be done no later than 10 school days before the excursion.
The trip may only be booked once it has approval has been granted by the school
management. Trips lasting several days should be planned at the start of the
school year and discussed with the school management. This is the only way to
avoid clashes with other trips or excessive absences by pupils. Excursions or trips
involving S7 pupils may only take place up to the autumn half-term. Exceptions
to this are events that are regularly offered within the European School system
(Eurosport, FAMES, MEC, ESSS).

2.4. Travel time and duration

School trips range from excursions lasting a few lessons to trips lasting several
days. To reduce costs, trips may also begin and end on a weekend or public holi-
day. Trips scheduled in the school calendar take precedence over other activities.
The project and excursion days before the autumn, Christmas and Easter holi-
days should be taken into account as periods for school trips.
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2.5. Group composition

It is strongly recommended that, during the planning stage, the individual partic-
ipants be discussed with the relevant educational advisor so that, if necessary,
the group can be reorganised or pupils can be excluded by the school manage-
ment in advance. A decision to exclude a pupil from participation may be taken if
an illness or a specific risk could place the pupil or others in a difficult situation.
Similarly, the school management may decide to exclude pupils from the school
trip if their behaviour could endanger their own safety, that of other pupils or
that of the accompanying staff. Parents or guardians will be informed of this deci-
sion in good time.

The study trip in Year 6 should, where possible, have a European focus, i.e. pu-
pils from different language streams should be mixed.

2.6. Information for parents

The parents of participating pupils must be informed in writing by the lead
teacher in good time before booking about the most important aspects of the
school trip, such as the dates, location, programme and costs. For school trips
lasting several days, it is also strongly recommended that parents be given prac-
tical advice on preparing for the trip, including recommendations on sun protec-
tion, necessary equipment, clothing, suitable personal items and, where appro-
priate, reasonable amounts of pocket money. In addition, for school trips lasting
several days, the teacher is required to clearly inform parents that the school
does not provide travel cancellation or trip interruption insurance, and that this is
the parents’ responsibility.

2.7. Data protection

The organisation of school trips involves the processing of personal data of pu-
pils, parents or guardians, and accompanying teachers. Processing must be car-
ried out in accordance with applicable data protection laws, in particular the Gen-
eral Data Protection Regulation (GDPR).

Personal data may only be collected and processed for purposes directly related
to the organisation, safety and smooth running of the school trip. This includes
ensuring adequate supervision, responding to medical needs and managing logis-
tical arrangements. Only data that is strictly necessary for these purposes may
be collected (principle of data minimisation). Access to personal data must be re-
stricted to those staff members who require it to perform their duties. Sensitive
information, such as medical data, must be treated with a high degree of confi-
dentiality and may only be disclosed to third parties where strictly necessary. All
personal data collected in connection with the trip may only be retained for as
long as is necessary to fulfil the purposes for which it was collected, and must be
deleted immediately thereafter.
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2.8. Parents’ responsibilities

Parents or guardians are asked to ensure that their children are properly pre-
pared for the trip, including making sure they bring suitable clothing and equip-
ment appropriate to the destination and the planned activities. For compulsory
school trips, they must confirm receipt of the information provided by the
teacher regarding the trip; for voluntary school trips, they may provide a written
declaration of consent for their child’s participation.

For all school trips, parents must actively inform the teacher of any health re-
strictions affecting their child, such as chronic illnesses, severe allergies or food
or medication intolerances. They must also ensure that the accompanying
teacher is informed of any necessary medication or aids (such as an adrenaline
auto-injector) and that these are made available. For multi-day excursions, the
health information form provided by the teachers must be completed in full and
signed, and a copy of the child’s vaccination record must be attached.

Parents or guardians must ensure that their child is in possession of all necessary
and valid travel documents, such as an identity card or passport, before depar-
ture. They are also responsible for ensuring that their child carries a valid health
insurance card or, for trips abroad, the European Health Insurance Card (EHIC)
or equivalent proof of insurance throughout the school trip.

Parents and guardians are responsible for checking the adequacy of their child’s
individual insurance cover. In any case, Parents and guardians may take out ad-
ditional insurance, such as travel cancellation or curtailment insurance, to cover
costs should their child be unable to take part in the trip due to unforeseen cir-
cumstances or be required to return early from a trip due to disciplinary issues or
other reasons - this aspect of insurance cover is expressly not the responsibility
of the school. Parents and guardians may also wish to consider extended cover
for the loss, theft or damage of valuables. The school is not liable for the loss,
theft or damage of pupils’ personal belongings.

The carrying of devices intended primarily for tracking pupils and thus the entire
group is prohibited on all school trips. For school trips lasting several days from
S1 to S4, this also applies to the carrying of mobile devices such as smartphones
or smartwatches. Parents or guardians must ensure that their children do not
take the aforementioned devices on the school trip. Should such devices be dis-
covered on the children, they will be confiscated by the teachers and retained
until the end of the school trip.

2.9. Involvement of pupils

Pupils should be actively involved in school trips. This may include taking part in
preparatory work, contributing to discussions on specific aspects of the trip, tak-
ing responsibility for parts of the programme, and participating in follow-up
tasks. Such involvement contributes to a greater sense of personal responsibility
and commitment and promotes the development of key competences such as
collaboration, initiative and reflective learning.
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2.10. Booking

All compulsory annual school trips must be booked through the travel agency
with which the European School System has concluded a framework agreement.
The services booked must include transport, accommodation and travel cancella-
tion insurance; the booking of activities and meals is optional. For all other
school trips lasting several days, at least a quote must be obtained from this ser-
vice provider. If the travel agency with which the European School System has
concluded a framework agreement is unable to offer transport and accommoda-
tion for this destination, the school’s accounts department must be consulted re-
garding the next steps.

Boys and girls must be accommodated in separate rooms. Cases where pupils
identify as transgender must be resolved on a case-by-case basis in consultation
with the pupil concerned and their parents, if necessary by booking a single
room. Teachers’ rooms should be located near the pupils’ rooms.

2.11. Costs and billing

The upper limit for the S2 trip is €500, and for the S6 study trip €750. This
amount must cover at least all costs for transport, accommodation with break-
fast, activities and the accompanying teachers. Should additional costs for meals
arise, parents must be informed of this by the teacher. For all other trips, an ap-
proximate cost estimate must be attached to the application for approval by the
school management, and a comparable budget must be taken into account.

For all payments made by teachers using a debit or credit card, both the pay-
ment receipt (e.g. invoice or shop receipt) and the corresponding transaction
statement (bank statement or credit card statement) must be submitted in full.
Cash payments and card payments without the relevant proof cannot be reim-
bursed. Tips cannot, as a rule, be reimbursed.

Parents must transfer the full amount to an account specified by the school prior
to the school trip. For administrative reasons, payment is often requested in ad-
vance. If payment is not received by the set deadline, a reminder will be sent
with a new deadline. If payment is still not made, in the case of voluntary school
trips this will result in exclusion from the trip; any cancellation fees and addi-
tional costs incurred for the remaining participants will be charged to the par-
ents. In the case of compulsory school trips, in accordance with Article 29 of the
General School Regulations, pupils may face exclusion from the European
Schools for the following school year. Parents who are eligible for a school fee re-
duction or who find themselves in financial hardship may apply for support from
the Solidarity Fund to help finance the school trip. This support must be applied
for from the Director of Finance and Administration at the time of booking the
trip, accompanied by the necessary documents demonstrating the financial hard-
ship.

During a school trip, it may be necessary for accompanying staff to incur ex-
penses in order to deal with unforeseen situations. Such expenses must be
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limited to what is strictly necessary, reasonable and in the best interests of the
safety and well-being of the pupils, as well as the proper conduct of the activity.

The school’s accounts department assists teachers with the financial settlement.
The trip leader must provide a detailed record of all expenses, supported by all
available receipts (invoices, tickets, bank statements, etc.). If a school trip gen-
erates a surplus of 210% of the amount charged to parents (example: the school
trip costs €420 per pupil => all amounts > €42) or a total amount of > €50 per
pupil (e.g. the school trip costs €700 per pupil => all amounts = €50), this
amount is refunded to the parents. If the surplus is less than this amount, the
money is transferred to the school’s solidarity fund. Teachers are required to cal-
culate the costs of the trip in such a way as to avoid refunds.

2.12. Cancellation of a trip

If a pupil has to withdraw from the school trip at short notice for health or other
serious reasons, the parents must inform the teacher immediately and provide
written evidence, such as a medical certificate. Parents are not entitled to a re-
fund of costs, but the teacher should endeavour to keep cancellation costs as low
as possible and refunds as high as possible. Refunds can only be made for items
where the participant’s withdrawal does not result in additional costs for the
other participants. If parents have taken out travel cancellation insurance, the
teacher will assist them in providing evidence of the travel costs.

3. Conduct of the school trip

3.1. Supervision by teachers

Each group of pupils is accompanied on a school trip by at least two teachers,
one of whom is the responsible leader. The teacher-to-pupil ratio should be 1:15;
if necessary, this ratio may be adjusted in consultation with the Director. Where
possible, mixed-gender groups should be accompanied by teachers of both gen-
ders. Remuneration for seconded teachers and local teachers is in accordance
with the applicable guidelines of the European School System.

3.2. Exercise of supervisory duties

All accompanying teachers are responsible for supervision. The nature and extent
of supervision should be adapted accordingly and take into account the type of
activity, local conditions and the specific characteristics of the group of pupils in-
volved, particularly their level of maturity.

Teachers must carry an up-to-date list of all participants and carry out regular
headcounts to ensure that the group is always complete. Clear communication
procedures must be established both within the supervisory team and with the
pupils. This includes designating agreed meeting points, reliable means of con-
tact, and clearly communicated emergency procedures, such as what to do if
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pupils become separated from the group. Teachers should be available to partici-
pants at all times during the school trip, either in person or by telephone. To be
able to respond to incidents at night, teachers must provide participants with
their room numbers at the accommodation. To this end, the school provides
teachers with mobile phones on loan for the duration of the school trip. The su-
pervising teachers, for their part, must have the emergency numbers for the
destination country, the travel agency and the school’s telephone number to
hand.

Particular attention must be paid to supervision during arrival and departure, as
well as on public transport. Teachers must ensure that all applicable safety
measures are observed, including the use of seatbelts. Particular vigilance is re-
quired when boarding and alighting. For coach journeys, it is recommended to
ensure that drivers are not distracted and comply with all applicable regulations,
in particular taking adequate rest breaks and refraining from alcohol consump-
tion. Pupils must be informed of evacuation procedures in the event of an emer-
gency, and supervisory staff should ensure that luggage is stowed safely and
does not block emergency exits. A regular headcount must be carried out every
time pupils board or alight.

On school trips involving an overnight stay, accompanying adults must stay in
the same accommodation as the pupils and should be accommodated in close
proximity to the pupils’ rooms, unless supervision is provided by host families.
Accompanying teachers must familiarise themselves with the fire safety regula-
tions, emergency exits and potential evacuation procedures at the accommoda-
tion. They must inform their pupils of these regulations and the correct behaviour
to adopt in an emergency. Teachers must be present at the accommodation when
pupils retire for the night and remain contactable throughout the night to re-
spond to any situations that may arise. Clear agreements must be made regard-
ing the pupils’ presence in their rooms, curfews and expected behaviour during
the night. Supervision should be carried out in such a way as to ensure safety
whilst respecting the pupils’ privacy and promoting their independence, in ac-
cordance with their age and level of maturity.

On school trips lasting several days, accompanying teachers must take the first-
aid kit provided in full by the school infirmary with them and keep it to hand at
all times. It is recommended that they take it with them on day trips. Accompa-
nying teachers have first-aid training; courses are offered regularly by the
school. In principle, medication may only be given to pupils with their parents’
permission, and the pupils must then take it themselves.

3.3. Pupils’ behaviour

School trips are official school activities; the General Rules of the European
Schools and all relevant internal school regulations apply throughout their dura-
tion. Pupils are expected to behave responsibly, respectfully and cooperatively at
all times, whilst ensuring their own safety and well-being as well as that of
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others. They are encouraged to make a positive contribution to the group dy-
namic and to participate actively in the proposed educational activities.

Pupils must follow the instructions of the supervising staff and adhere to the
rules applicable to the activity or location (such as safety regulations, quiet
hours, and room rules). On school trips lasting several days, pupils are not per-
mitted to leave their accommodation during the night. Teachers have the right to
check pupils’ rooms at any time.

In the event of a disciplinary incident, the supervisory staff will take appropriate
measures to ensure the safety and proper conduct of the activity. In serious
cases, and in consultation with the school management, this may include the im-
mediate exclusion of a pupil from the school trip. In this case, parents are re-
sponsible for taking the necessary steps to ensure that their child is brought into
their care immediately. All costs arising from such arrangements are to be borne
by the parents. Further disciplinary measures are to be decided upon subse-
quently.

3.4. Measures in the event of disruptions

If disruptions occur during school trips lasting several days, for example regard-
ing accommodation or the itinerary (transport), the teacher is obliged to report
the issue to the travel agency immediately, using the emergency number if nec-
essary. Under no circumstances may rebookings or new bookings be made inde-
pendently without prior consultation with the travel agency. The travel agency is
then required to find a cost-neutral solution.

Should unexpected additional costs arise due to disruptions caused by force
majeure, such as strikes or extreme weather, which are not covered by insur-
ance, parents are obliged to cover these costs. The school reserves the right to
cancel a school trip at short notice in justified cases, for example due to safety
concerns. Parents will then be refunded the remaining amount after deduction of
any cancellation fees.

3.5. Procedures in the event of medical emergencies

In the event of a medical emergency, the accompanying teachers are obliged to
take immediate action. Where possible, parents should be consulted before tak-
ing action, but in any case, they must be informed as soon as possible after-
wards. For school trips lasting several days, the health form regarding pre-exist-
ing conditions, allergies and medication intolerances must be consulted. The
school infirmary is also available for consultation on appropriate measures.

In the event of a serious medical emergency, the emergency services must be
called immediately to initiate rescue measures. The pupil must be accompanied
by an accompanying teacher to a doctor or hospital.

In the event of accidents, pupils are covered by the school’s accident insurance
even during school trips. The accompanying teacher must report the accident im-
mediately in writing to the health service, providing a detailed accident report

10
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(location, date, time, description of the accident, and, where applicable, the
names of any third parties involved), so that the accident can be reported to the
insurance company.

Entry into force

The regulations governing school trips were approved by the Education Council at
its meeting on 28 April 2026. They shall enter into force on 1 September 2026.
They are to be reviewed every two years to determine whether adjustments or
amendments are necessary.




