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RULES OF ORGANIZING TOURS 

W INTERNATIONAL SCHOOL OF GDANSK  
General rules 

§ 1.  
1. Trips and other forms of tourism are an integral form of the school's educational activity. 
2. Teachers, parents and students cooperate in organizing and conducting trips. 

 § 2.  
 Types of trips 

 
1. Subject trips - initiated and organized by teachers of particular subjects, in accordance 
with the curriculum, as part of classroom or extracurricular activities. 
2. Tourist and sightseeing trips - taking place in commonly frequented areas, which do not 
require special physical and specialist preparation from the participants. 
3. Qualified tourism trips - requiring participants to be in a special physical condition and 
specialized or to use equipment. 

 § 3. 
 Tour leader and chaperones 

 
1. The person responsible for the organization and for the correct and safe conduct of the trip 
is the tour manager. 
2. The leader of the trip must be the class teacher or other pedagogical employee of the 
school. 
 3. The headmaster of the school may agree to combine the functions of a tour leader and a 
tour guide. 
 4. Teachers should act as chaperons, but a student's parent may participate in the trip as an 
extra-curricular chaperon. 
 5. Depending on the purpose and program of the trip, the trip's chaperon may also be a 
person who is not a teaching staff member of the school, appointed by the school principal. 
 6. chaperons should know the safety rules applicable during trips and strictly follow them. 
 7. chaperons confirm with their own signature on the trip card that they accept responsibility 
for the safety of children. The parent who participates in the trip has only a supporting 
function. 

 § 4.  
 Tour leader tasks 

 
1. Development of the program and regulations of the trip. 
2. Familiarizing students, parents and chaperons with the program and regulations of the trip 
and informing them about the purpose and route of the trip. 
 3. Completing all necessary documents and obtaining the consent of the school principal. 
4. Ensuring conditions for full implementation of the program and regulations of the trip and 
exercising supervision in this regard. 
5. Getting acquainted with the safety rules of all participants and ensuring the conditions to 
meet them from the beginning to the end of the trip. 
6. Determining the tasks of the trip supervisors in the implementation of the trip program and 
ensuring the care and safety of students. 
7. Ensuring that all participants are provided with appropriate equipment and supplies. 
8. Provision of a first aid kit and first aid. 
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9. Organization of transport, meals and accommodation for students and trip supervisors. 
10. Distribution of tasks among students. 
11. Having funds for the organization of the trip. 
12. Making a summary, evaluation and financial settlement of the trip after its completion and 
informing the school principal and parents about it. The settlement of the trip must be 
submitted within two weeks after the end of the trip. 

   § 5. 
 chaperon responsibilities 

  
1. Taking care of entrusted students. 
2. Cooperation with the manager in the implementation of the tour program and compliance 
with its regulations. 
3. Supervising students' compliance with the trip regulations, with particular emphasis on 
safety rules. 
4. Supervision over the performance of tasks assigned to students. 
5. Performing other tasks ordered by the tour leader. 

§ 6.  
 

Financing of trips 
 
1. Trips may be financed from participants' contributions, parents' council funds or other 
sources. 
2. Parents of students taking part in the trip are obliged to cover the related costs, unless 
participation in the event can be financed from other sources. 
3. Parents who declared their child's participation in the trip, and then withdrew this 
declaration, are obliged to cover the losses that arose on this account. 
4. The tour manager is responsible for the timely settlement of financial obligations related to 
it. Any delays must be reported to the school principal immediately. 
5. The cost of the trip must include the remuneration of the chaperons: 
a) Remuneration of the teacher taking care of students during the trip: 
- chaperon - PLN 110 for a regular day (PLN 110 + PLN 24 ZUS = PLN 134 for calculation), 
PLN 129 for a non-working day (PLN 129 + PLN 28 ZUS = PLN 157 for calculation), 
- organization supplement - depending on the length of the trip, type of trip - from PLN 207 
(two-three-day trip) (for calculation PLN 207 + PLN 44 ZUS = PLN 251), up to PLN 413 
(camp 
five-six days) (to calculate PLN 413 + PLN 87 ZUS = PLN 500). 
b) Remuneration of the organizer and chaperons, the cost of their food, accommodation and 
travelmust be included in the overall cost of the trip. International School of Gdansk 
does not subsidize trips. 
 

 § 7.  
 Granting consent to conduct the trip, required documents 

 
1. Consent to conduct the trip is granted by the school principal. 
2. If a subject trip is to take place during a lesson of a given subject, the intention to go 
outside the school premises should be reported to the headmaster, and then this fact should 
be recorded in the register of exits. 
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3. The student's participation in the trip (except for those taking place during school hours) 
requires the consent of a parent or legal chaperon. For consentrecognizes advance payment 
for the trip. 
 4. On trips, the rules generally accepted in ISG apply, unless the specificity of the trip 
requires special regulations (e.g. qualified tourism), then 5 days before the planned start of 
the trip, the head of the trip should submit the rules of the trip to the school principal for 
approval. 
5. The manager of the trip, at the latest before the start of the trip, presents the director with 
complete documentation of the trip for approval, after having registered it in the Librus 
Synergia electronic journal (trip card in accordance with the Librus Synergia template). 
6. Conducting an excursion without the director's approval is a violation of basic employee 
duties. 
7. Students with health contraindications may not participate in trips. 
 

 § 8. 
   

 Safety rules 
  
1. Maximum number of students per chaperon: 
 
• during trips in the Tri-City - 18 (grades 4-8) 15 (grades 1-3) 
• during trips outside the Tri-City - 15 
• during qualified tourism trips (including bicycle trips) - 10 
 
2. When determining the number of chaperons, their experience and pedagogical skills, the 
degree of discipline and independence of the group of students, means of transport, the 
method of organizing the trip, etc., should also be taken into account. 
3. Therefore, the director may refuse to grant permission for a trip with too few chaperones, 
even if the requirements listed in par. 1. 
4. The organization and program of the trip is adapted to the age, interests and needs of 
students, their health, condition, physical fitness and skills. 
5. There is no "free time" during the trip, and students are under the supervision of their 
chaperons at all times. 
6. It is forbidden to organize trips in mountain areas located in the areas of national parks 
and nature reserves and lying above 1000 m above sea level without the participation of a 
qualified guide. 
7. It is forbidden to conduct trips during a storm, snowstorm or black ice. In the event of a 
sudden change in weather conditions (especially when planning mountain hiking trips), the 
trip should be canceled. 
8. When the bus stops in the car park, the instructions of the tour leader must be strictly 
followed. 
9. Before setting off on a trip, participants should be instructed on the safety rules and how to 
behave in the event of an accident. 
10. chaperons should check the number of participants before setting off from each place of 
stay, during sightseeing, travel and after arriving at the accommodation point. 
11. During the trips, you must strictly observe the rules of road safety. 
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12. In the event that during the trip an accident occurred among its participants, the 
provisions on the procedure in the event of accidents in schools and institutions shall apply 
accordingly. 
13. Tours should start and end at the place indicated in the tour program. 
14. In the event of non-compliance with the regulations of the trip, the participant of the trip 
bears the consequences in accordance with the school's statute. In the event of a gross 
violation of the trip regulations by a student, his parents (legal chaperons) and the 
headmaster are notified. Parents (legal chaperons) are obliged to immediately pick up the 
child from the trip. 

 § 9. 
 Final Provisions 

 
 

1. A class or group outing of students outside the school premises, organized as part of 
lessons in order to implement the curriculum, does not constitute an excursion within the 
meaning of these regulations. 
2. In matters not regulated in this document, other provisions of law shall apply. 
 

Annexes to the REGULATIONS 
Appendix No. 1 - Regulations of ISG tours 
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School trip regulations 
   
1. The regulations of the International School of Gdańsk must be observed on school trips. 2. 
You must comply with the regulations of the facilities where you are staying. 3. Please follow 
the tour schedule and arrive at the meeting point on time. 
4. Follow the instructions of the chaperons. 
5. It is not allowed to leave the group without the knowledge and permission of the chaperon. 
6. It is absolutely necessary to comply with traffic regulations applicable to pedestrians, take 
care of your own and other people's safety. 
7. In any situation, you should behave culturally, representing the school with dignity. 
 8. It is necessary to adapt the outfit to the situation and circumstances, after getting 
acquainted with the program of the trip. 
9. Each participant of the trip is required to have a valid school ID.  
10. Any fact that causes concern or malaise should be immediately reported to the chaperon. 
11. In the event of a gross violation of the trip regulations, the chaperon immediately informs 
the student's parents and school management. 
12. Parents (legal chaperons) of the student are responsible for material damage caused by 
the participant during the trip. 
  
 
 
 

School trip regulations 
   
1. Students must respect all rules, statutes and regulations of the International School 
of  Gdańsk during the whole trip.  
2. Students must follow all rules and regulations of the facilities in which you are  staying.  
3. Students need to observe the schedule of the trip, be punctual at the meeting point. 4. 
Students must follow the instructions of the teachers and chaperons. 5. It is prohibited to 
leave the group without the knowledge and permission of the  chaperon.  
6. It is essential to follow the traffic regulations that concern pedestrians, take care 
about  mine and others safety  
7. Students should behave culturally and proudly represent the school in every situation. 
6  
Approved by the school principal. 01/09/2018. 
 
8. Students outfit should be adapted to the situation and circumstances after 
getting  acquainted with the trip program.  
9. Each participant of the trip is required to have a valid school ID.  
10. Any anxiety or malaise should be immediately reported to the teacher/chaperon.  
11. In case of gross violation of the regulations of the trip, the teacher immediately  informs 
the parents of the student and the school director.  
12. Responsibility for the material damage caused by the student during the trip is taken  by 
parents (legal chaperons) of the student. 


