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School Tours — Complying with Regulations and Requirements

(This guideline supersedes guideline 11-2025/2026-
School Tours — Complying with Regulations and Requirements.)

1. Introduction
The purpose of this guideline is to remind schools of best practice around the financial
aspects of school tours. The board of management must ensure that all the requirements
outlined in this guideline and the Department Circular (Circular M20/04) are adhered to.

2. Financial Procedures and Controls for School Tours

2.1 Booking Requirements for Foreign Trips
All foreign trips (outside the island of Ireland) must be booked through a bonded and
licensed travel agent or tour operator, in compliance with Aviation Authority regulations.
The agreement with the tour operator must contain the requirements of the guideline.
While we do not recommend specific tour companies, schools are free to choose any
bonded tour operator from the approved list on www.aviationreg.ie.

2.2 Payment Handling for Foreign Trips
Payments for travel and accommodation for trips outside the island of Ireland must be
made directly by the parent/guardian to the school tour company, not to the school. Other
associated costs can be processed through the school’s main bank account.

2.3 Collaboration with Tour Operators
Schools are advised to work closely with tour operators to establish procedures that ensure
the school retains full control over the tour.

The requirements below apply to all school tours/trips on the island of Ireland and outside
the island of Ireland where relevant.

2.4 Policy Statement on School Tours
The board of management should ensure a clear policy statement on school tours is
prepared for the guidance of staff, students, and parents/guardians.

2.5 Approval Process
All school tours and outings must receive approval from the board of management before
any arrangements are made.

2.6 Board Considerations
The board of management, Principal, and staff should carefully evaluate the following
before approving a tour:


https://www.fssu.ie/app/uploads/2017/07/Circular_M20_04.pdf
http://www.aviationreg.ie/

2.7

2.8

2.9

2.10

2.11

2.12

2.13

The tour's alignment with the Department of Education and Youth Circular M20/04.
Legal requirements for tours outside the State.

Staffing arrangements for the tour and the school during the tour.

Financial controls and the need for accountability.

Board of Management Notification
The board should be informed of planned school tours before communicating with students
and parents/guardians.

Tour Criteria
Before granting authorisation, the board of management should ensure the following:

e The tour should enhance students' educational experience.

e The total cost of the tour should be communicated to parents/guardians as early as
possible.

e Tours should ideally be scheduled during normal school holidays, with exceptions only
for day trips and specific activities mentioned in the circular.

e Adequate insurance coverage must be in place.

e Written parental/guardian approval is required for each participating student.

e Arrangements must be made for students not participating in the tour and for the classes
of any absent teachers.

Tour Authorisation Form
The tour authorisation form must be completed for every trips.
Click here for a template form.

Financial Administration
At least two teachers should be responsible for the financial administration of a school tour
to ensure transparency and protection for all parties.

Financial Records
Separate financial records must be maintained for each school tour and provided to board
members. Detailed records of student participation and payments should be kept.

Accounting and Documentation
All financial transactions related to the tour should be recorded in the school’s accounts
using specific tour codes below. Invoices and receipts must be retained.

e 3530 - School Tours/Trips Income
e 4710 - School Tours/Trips Expense

Self-Financing

Any deficit or borrowing to support a school tour must be avoided at all costs. All tours
should be self-financing and exposing the school to any liability associated with the tour
must be avoided.


https://www.fssu.ie/app/uploads/2024/10/Updated-PP-School-Tour-Template-Form.docx

2.14

2.15

2.16

2.17

2.18

Regular Reconciliation and Reporting

Accounts and records for the tour should be reconciled regularly, and reports should be
presented to the Principal. A financial report on the tour should be presented to the board
of management at least twice during the school year and a final report when all transactions
relating to the tour have been completed. The financial report on the tour should be
incorporated into the annual school accounts.

Summary Report

Teachers who organise the tour should prepare a summary report for the Principal upon
return from the tour. This report should be presented to the board of management.

This report should include:

e Date of the tour

e Number of students participating

e Number of adults (teachers/non-teachers) accompanied the students
e Achievements of the tour

e Financial summary

e Any issues encountered

Issuing Receipts
Receipts must be issued for all money collected.

Money Handling and Lodgement
All money collected should be lodged promptly in the school’s main bank account.
Monies collected should be held securely in the school safe and lodged as soon as possible.

Advancing Monies

If money is advanced to a teacher for tour expenses, an itemised budget must be in place.
For significant amounts, the school may use a prepaid card or transfer money to the
teachers account, to reduce risk of loss.

When the tour is complete, receipts for all expenses incurred should be submitted to the
school, along with a summary. Any unspent balance should be returned to the school. See
below for reporting requirements to Revenue under Enhanced Reporting Requirements
(ERR) for advance payments.

Enhanced Reporting Requirements (ERR)

From 1% of January 2024, schools are required to report certain expenses and benefits paid
to employees and board of management members through the Enhanced Reporting
Requirements (ERR) system on ROS.

As employees of the board of management, the school Principal, teachers, and SNAs must
have any reimbursements for travel and subsistence reported to Revenue through ERR.
Only reimbursements paid directly to employees need to be reported under this system.

Click here for further information on ERR.


https://www.fssu.ie/post-primary/topics/payroll/revenue-enhanced-reporting-requirements-err/

Not Reportable:

e Travel and subsistence expenses paid directly by the school, such as when the school
pays for a hotel stay or train tickets using the school credit card, do not need to be
reported.

e Reimbursement to a teacher for food purchased for students, such as lunch expenses
during a trip, is not reportable under ERR.

Reportable:

e Reimbursement to a teacher for their own travel or subsistence expenses, such as lunch
for themselves during a trip, must be reported.

Advance Payment:

e An advance payment must be reported under ERR at the time of payment. Then, when
the expense is incurred and the receipts submitted by the teacher/employee after the
tour, the school will be required to update their ERR submission to Revenue to reflect
the actual travel and subsistence expense amount in respect of that teacher/employee
only.

Further information or clarification
Further information or clarification on any of the issues raised in this guideline can be
obtained from the FSSU.

Financial Support Services Unit
Tel: 01-269 0677

info@fssu.ie

28th September 2026
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.( (Rl Pobalscoileanna agus Scoileanna Cuimsitheacha
agus lar-Bhunscoileanna Deonacha

Turais Scoile — Na Rialachain agus na Ceanglais a Chomhlionadh

(Tagann an treoirline seo in ionad threoirline 11-2025/2026-
Turais Scoile — Rialachdin agus Riachtanais a Chomhlionadh.)

1. Réamhra
Is é is cuspdir na treoirline seo an cleachtas is fearr maidir le gnéithe airgeadais de thurais
scoile a mheabhru do scoileanna. Ni mér don bhord bainistiochta a chinntiu go gcloitear leis
na riachtanais go léir ata leagtha amach sa treoirline seo agus i gCiorclan na Roinne (Ciorclan

M20/04).

2. Ndsanna Imeachta agus Rialuithe Airgeadais le haghaidh Turais Scoile

2.1 Riachtanais Airithinte do Thurais Eachtracha
Ni mér gach turas eachtrach (i.e. iad sin lasmuigh d'oiledn na hEireann) a chur in &irithe tri
ghniomhaire taistil ceadunaithe faoi bhanna noé tionscnéir turas i gcomhréir le rialachain an
Udaraéis Eitliochta. Ni mér ceanglais na treoirline a direamh sa chomhaontu leis an tionscnoir
turas. Cé nach molaimid comhlachtai turais ar leith, ta cead ag scoileanna aon cheann de na
tionscnairi turas faoi bhanna a roghnu 6n liosta a cheadaitear ar www.aviationreg.ie.

2.2 iocaiochtai a Ldimhseadil do Thurais Eachtracha
Maidir le hairgead le haghaidh taisteal agus cdiriocht ar thurais lasmuigh d'oilean na
hEireann, ni mér don tuismitheoir/chaomhnair é a ioc go direach leis an gcomhlacht turais
scoile, ni leis an scoil. Is féidir costais ghaolmhara eile a phréiseadil tri phriomhchuntas bainc
na scoile.

2.3 Combhoibriu le Tionscndiri Turas
Molaimid do scoileanna oibriu go dluth leis na tionscnairi turas chun ndésanna imeachta a
bhunu lena chinntit go gcoinnionn an scoil smacht iomlan ar an turas.

Baineann na ceanglais thios le turais scoile ar oilean na hEireann agus lasmuigh d’oilean
na hEireann, nuair is abhartha.

2.4 Raiteas Beartais ar Thurais Scoile
Ba cheart don bhord bainistiochta a chinntit go n-ullmhaitear rditeas beartais soiléir ar
thurais scoile chun treoir a thabhairt don fhoireann, do scolairi agus do
thuismitheoiri/caomhnairi.

2.5 An Préiseas Ceadaithe
Caithfear cead a fhail 6n mbord bainistiochta do gach turas agus aistear scoile sula ndéanfar
aon socruithe.


https://www.fssu.ie/app/uploads/2017/07/Circular_M20_04.pdf
https://www.fssu.ie/app/uploads/2017/07/Circular_M20_04.pdf
http://www.aviationreg.ie/

2.6

Nithe le Cur sa Mhea ag an mBord
Ba cheart don bhord bainistiochta, don Phriomhoide agus do na baill foirne machnamh go
clramach ar na nithe seo a leanas sula gceadéfar turas:

An dtagann an turas le Ciorclan M20/04 na Roinne Oideachais agus Oige.
Ceanglais dhlithiula do thurais lasmuigh den Stat.

Na socruithe solathair foirne don turas agus don scoil i rith an turais.

Na rialuithe airgeadais agus an ga ata le freagracht.

2.7 Fogra don Bhord Bainistiochta

2.8

2.9

2.10

2.11

2.12

Ba cheart an bord bainistiochta a chur ar an eolas faoi aon turas scoile ata beartaithe sula
ndéanfar cumarsaid le scolairi agus le tuismitheoiri/caomhndéiri mar gheall air.

Critéir Turais
Ba cheart don bhord bainistiochta na nithe a leanas a chinntiu sula ndéanfar turas a udaru:

e Ba cheart go gcuirfeadh an turas le taithi oideachais na scolairi.

e Ba cheart costas iomlan an turais a chur in idl do na tuismitheoiri/caomhndiri chomh
luath agus is féidir.

e Ba cheart turais a sceidealu i rith gnathshaoiri scoile, mas féidir, seachas i gcas turais lae
agus gniomhaiochtai sonracha a luaitear sa chiorclan.

e Ni mor cludach dothanach arachais a bheith i bhfeidhm.

e Ni mér cead i scribhinn a fhail 6 thuismitheoiri/caomhndéiri gach scolaire a ghlacfaidh
pairt sa turas.

e Ni foldir socruithe a dhéanamh do scoldiri nach mbeidh ag glacadh pairte sa turas agus
do ranganna aon mhuinteoiri a bheidh as lathair.

Foirm Udaraithe Turais
Caithfear an fhoirm Udaraithe turais a chomhlanu i leith gach turais.
Cliceail anseo le haghaidh foirm theimpléid.

Riarachan Airgeadais
Ba cheart go mbeadh ar a laghad beirt mhuinteoiri freagrach as riarachan airgeadais turas
scoile le trédhearcacht agus le cosaint na bpdirtithe uile a chinntiu.

Taifid Airgeadais

Ni mor taifid airgeadais ar leith a choinneail i dtaca le gach turas scoile agus ni mér na taifid
sin a chur ar fail do bhaill an bhoird bainistiochta. Ba cheart taifid mhionsonraithe ar
rannphdirtiocht scolairi agus ar iocaiochtai a choimead.

Cuntasaiocht agus Doiciméid

Ba cheart taifead a choinneail ar gach idirbheart airgeadais a bhaineann leis an turas i
gcuntais na scoile, agus na céid shonracha a bhaineann le turais a8 n-Usdid. Caithfear sonraisc
agus admhalacha a choinneail.

e 3530 - loncam 6 Thurais Scoile
e 4710 - Costas Turas Scoile


https://www.fssu.ie/app/uploads/2024/10/Updated-Irish-PP-School-Tour-Template-Form.docx

2.13

2.14

2.15

2.16

2.17

2.18

Féinmhaoiniu

Ni mor gach easnamh né iasacht chun tacu le turas scoile a sheachaint ar ais né ar éigean.
Ba cheart do gach turas a bheith féinmhaoinitheach agus nior cheart dé an scoil a fhagail
faoi dhliteanas.

Réiteach agus Tuairiscii Cuntas Rialta

Ba cheart na cuntais agus na taifid don turas a réiteach go rialta, agus ba cheart tuairisci
maidir leis sin a chur faoi bhraid an Phriomhoide. Ba cheart tuarascail airgeadais ar an turas
a chur faoi bhraid an bhoird bainistiocha dha uair ar a laghad gach scoilbhliain, chomh maith
le tuarascdil deiridh a luaithe a bheidh gach idirbheart airgeadais a bhaineann leis an turas
curtha i gcrich. Ba cheart an tuarascail airgeadais deiridh ar an turas a dhéanamh ina cuid
de chuntais bhliantula na scoile.

Tuairisc Achomair

Ba cheart do na muinteoiri a eagraionn an turas tuairisc achomair a ullmhu don
Phriomhoide ar fhilleadh 6n turas. Ba cheart an tuairisc sin a chur faoi bhrdid an bhoird
bainistiocha. Ba chdir go gcuimseofai sa tuairisc sin:

e Data an turais

e Lion na scoldiri a bhi pairteach

e Lion na ndaoine fasta (muinteoiri/daoine nach muinteoiri) a chuaigh in éineacht leis na
scolairi

e Nithe a baineadh amach mar gheall ar an turas

e Achoimre airgeadais

e Aon saincheisteanna a thainig anios

Admhalacha a eisiuint
Ni mor admhalacha a eisitint i ndail le gach airgead a bhailitear.

Airgead a Laimhseail agus a Chur i dTaisce

Ba chdir an t-airgead go |éir a bhailitear a chur i dtaisce gan mhoill i bpriomhchuntas bainc
na scoile. Ba ceart airgead arna bhailiu a choinneail go slan i dtaisceadan na scoile agus é a
|6istedil sa bhanc a luaithe is féidir.

Airgead a Réamhioc

Ma réamhioctar airgead le muinteoir as costais turais, caithfidh buiséad miondealaithe a
bheith i bhfeidhm. | gcds suimeanna mara, is féidir leis an scoil carta réamhioctha a usdid
no airgead a aistriu go direach chuig cuntas an mhuinteora chun an riosca go gcaillfear an t-
airgead a laghdu.

Nuair a bhionn an turas thart, ba cheart na hadmhalacha i leith na gcostas go léir a
tabhaiodh a chur faoi bhraid na scoile, mar aon le hachoimre. Ba cheart aon iarmhéid nar
caitheadh a chur ar ais chuig an scoil. Féach thios chun teacht ar riachtanais tuairiscithe leis
na Coimisinéiri loncaim faoi Riachtanais Bhreise Tuairiscithe (ERR) le haghaidh
réamhiocaiochtai.



An coras Riachtanais Bhreise Tuairiscithe (ERR)

T4 ar scoileanna, 6n 1 Eanair 2024, costais agus sochair dirithe a thuairiscit a iocadh le
fostaithe agus le baill den bhord bainistiochta trid an gcéras Riachtanais Bhreise Tuairiscithe
(ERR) ar chodras Sheirbhis ar Line na gCoimisinéiri loncaim (ROS).

Mar fhostaithe an bhoird bainistiochta, caithfear aon aisiocaiochtai le haghaidh taistil agus
cothu a ioctar leis an bPriomhoide scoile, le muinteoiri agus le cuntdiri riachtanas speisialta
(SNAanna) a thuairisciu leis na Coimisinéiri loncaim tri ERR. Ni gad ach aisiocaiochtai a
dhéantar go direach le fostaithe a thuairisciu faoin gcéras seo.

Clicedil anseo le tuilleadh eolais a fhail ar ERR.

Nithe Nach Ga a Thuairisciu:

e Costais taistil agus chothaithe a iocann an scoil go direach, e.g. nuair a iocann an scoil as
daoine chun fanacht in 6stan n6 ma cheannaitear ticéid traenach ar charta creidmheasa
na scoile, ni ga sin a thuairisciu.

e Ni ga aisiocaiocht le muinteoir as bia a ceannaiodh do scolairi, e.g. costais 16in i rith
turais, a thuairisciu faoi ERR.

Nithe Is Ga a Thuairisciu:

e |s gd aisiocaiocht a thuairiscit a dhéantar le muinteoir as a gcostais féin taistil agus
chothaithe, e.g. as |6n ddibh féin i rith turais.

Réamhiocaiocht:

e Ni moér réamhiocaiocht a thuairiscii faoi ERR trath na hiocaiochta. Ansin, nuair a
thabhaitear an costas agus nuair a sheol an muinteoir/fostai na hadmhalacha ar aghaidh
tar éis an turais, beidh ar an scoil a n-aighneacht ERR leis na Coimisinéiri loncaim a
nuashonru le suim féin chostas taistil agus cothaithe an mhuinteora/fhostai sin amhdin
a chur san aireamh.

Tuilleadh eolais né soiléiriu
Is féidir tuilleadh eolais nd soiléiriu a fhail ar aon cheann de na saincheisteanna sa treoirline
seo ach dul i dteagmhail le FSSU.

An tAonad um Sheirbhisi Tacaiochta Airgeadais

Guthan: 01-269 0677
info@fssu.ie

28 Medn Fdémhair 2026
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